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Phin 1. MICROSOFT EXCEL NANG CAO

Trong phan nay, chlng ta s& xay dung nhitng k¥ ning can thiét dé tao, chinh
stra, dinh dang bang tinh trong Microsoft ExceL. Chidng ta s& tim hiéu sau thém vé cac
k¥ niang dé c6 thé duoc chitng nhan 1a mot “chuyén gia Microsoft Excel”.

> Chia sé va bao quan tai liéu
> Ap dung cong thuac va ham
» Trinh bay du liéu truc quan
» Lam viéc vGi macro va cac hinh thirc

1.1. Chia Sé Va Bao Quan Tai Liéu

Ching ta can thiét 1ap mot bang tinh duoc st dung bai nhidu ngudi riéng ré hay
nhém ngudoi ding, bang cach tao ra mot bang tinh mau, hay ching ta can bao vé cau
trdc cua mot bang tinh, cAm sy ngan chan cia ngudi dung chén hozc xoa .

Déi vai mot s6 bai tap nhom thi chi ¢ nhing thanh vién trong nhom maéi ¢é thé
truy cap hay thiét 1ap riéng chi cho mot sd ngudi ¢6 thé truy cap va cap nhat con
nhitng ngudi khac chi c6 thé doc.

+ Thiét 1ap va lwa chen hi¢u chinh dir li¢u
+ Thiét lap bao mat va chia sé tai liéu
+ B&o quan tai liéu dwoc chia sé

1.1.1. Thiét 1ap va lwa chon hiéu chinh dir liéu
Trong phan nay ching ta sé& thiét Iap mot bang tinh nhu mét bang mau,
thiét 1ap cac thudc tinh, va cach dé nhap va xuat dix liéu sir dung XML va ban

d6 XML.

< Luu mt bang tinh miu

Mot bang tinh mau 1a mot mau bang tinh mai trén mot tap tin véi tap hop tiéu
dé céc cot va hang , cac cong thire, dinh dang va cac thanh phan khac da dwoc dit ra.

Budc dau tién trong viéc thiét ké mot bang tinh mau 1a ta thiét 1ap mot bang tinh
vé6i nhitng cong thiee, dinh dang, va cac yéu té khac ma ta can.

Dé ngan chan sy thay d6i mau bang tinh ma ta tao ra, ta cd thé tao mat khau cho
mau. Ta cling c6 thé tao mat khau cho doc va truy cap vao cé4c tap tin va mat khau dé
ngudi ding phai nhap vao dé co thé thay doi mau.

Mic dinh khi luu cac bang tinh mau (template ) thi Excel luu trong thu muc:
Users / UserName / AppData / Roaming / Microsoft /Template. Khi ta luu mau & vi tri
nay thi Excel s& hién thi n6 trong cac mau hop thoai khi nguoi dung chon mau hoic ta
cd thé Ivu mau bang tinh trén mang chia sé, noi ma nhom ngudi ding ¢ quyén truy cap.

+ Cac buéc lwu bang tinh mau
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Bwéc 1.  Chon File > Save As

Save As

& SoDrive L] Computer
Current Folder

_|_:_r| Computer ThuongmaiDT

Dt = Dong Nai = Thucngmud T

sl Add a Place Recent Folders

ThuongmaiDT
[x = Dong Mai = ThuongmesDT

12CTHI
0= 12CTHY

Downloads

i = Upiis = copoan = Downloads

My Documents

Desktop

Buwéc 2.  Trong hop thoai Save As, chon loai ( Save as type ) > Excel
Template (*.xItx). Néu tap tin ta dang luu nhu 13 mot mau bao gém cac Macro,
ta can phai chon Excel Macro — Enable Template (*.xItm). Néu template ta can
dé str dung véi cac phién ban cia Excel thi chon: Excel 97-2003 Template (*
Xlt).

(] save As Excel Workbook (*xlsx) f

Moccount

Options

Excel Macro-Enabled Workbook (*xlsm)
7 Excel Binary Workbook (*.xlsb)
@\J' b < RO g, cel97-2003 Workbook (*is)
- XML Data (*xml)
Organize v Ne Single File Web Page (*.mht;*.mhtml)

 Excel Template (".xitx)
4 Libraries ExcelMacro-tnabled Template (*xitm)
3 Documents Excel 97-2003 Template (*.xit)
: ? Text (Tab delimited) (*.tbdt)

@ Music Unicode Text (*.txt)

= Pictures XML Spreadsheet 2003 (*.xml)

Videos Microsoft Excel 5.0/95 Workbook (*xls)

- CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
R Computer Text (Macintosh) (*.tba)

S - Text (MS-DOS) (*.txt)

& Local Disk (C:) csy (Macintosh) (*.csv)

Ca cop (D:) CSV (MS-DOS) (*.csv)
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)
File name: Excel Add-In (*xlam)

Excel 97-2003 Add-In (*.xda)

- XPS Document (*.xps)
Authors: OpenDocument Spreadsheet (*.ods)

= con (F)

4 Hide Folders Tools ~ [ Save J [ Cancel ]

Budc 3. Chon Tools = General Options
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'ﬂkvem — . . &

@uv, <« Roaming » Microsoft » Templates » v[0,|' Search Templates el

Organize v New folder 3= v ©

A Name Date modified Type
Libraries
NA % ., Document Themes
¢/ Documents .
LiveContent

o Music 2
: 3 SmartArt Graphics
b= Pictures 5

B Videos

& Computer
&’. Local Disk (C:)
= cop (D)

» can (F:) Y |[pS jil

File name: Booklxdtx v

Save as type: | Excel Template (*xitx) v

Authors: CopCon Tags: Add a tag

“ Hide Folders Save ] { Cancel

Map Network Drive...
i e e e W :

General Options...

Compress Pictures...

Buwéc 4. Trong hop thoai Options nhap mat khau dé mad va mot mat
khau riéng dé kiém soét viéc sira doi.

General Options T@ Mit khau dé mé ]

[] Always create badkup -
File sharing

Password to open;

Password to modify:
Kw

[] Read-only recommended '\l Mt khau dé chinh sita
[ Ok, ] [ Cancel ]

Buwéce 5. Sau do chon Ok—> Chon Save As trong hop thoai Save As.
< Thiét 1ap thudc tinh bang tinh
Khi ta tao ra, nhap liéu, va chinh sira bang tinh, Excel déu luu lai cac

thudc tinh do6: kich thudc tap tin, thoi gian ma bang tinh duoc tao ra va sta doi lan
cudi cung, ciing nhu tén tic gia ciia bang tinh. Thudc tinh thong thuong l1a thugc
tinh chi doc ( Read Only). Cac thudc tinh khéc, bao gom céac thugc tinh nang cao va
cac tly chon ma ta dinh nghia, né ¢ thé dugc thiét 1ap va chinh stra boi nguoi
dung.
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Chding ta c6 thé 1am quen véi cac thudc tinh co ban ma Excel cung
cap. Vao tab File / Info:

- T
/ Properties - \
Size 63.1KB
Title Add a title
Tags Add atag
Categories Add a category

Related Dates

—_— Last Modified 13/11/2013 11:15 AM
Created 15/08/2013 10:13 PM
Last Printed

Related People

Author
CopCon

Add an author

Last Modified By

CopCon
Related Documents
Account
\. Open File Location
s \ Show All Properties /

Dé thiét lap thudc tinh nang cao cho bang tinh ta chon Properties >
Advanced Properties :

Properties -

D Show Document Panel
0:| Edit properties in the Document
Panel above the workbook,

Advanced Properties
See more document properties

O —

|
Sau d6 ta thiét 1ap cac thudc tinh trong hop thoai Advanced Properties:
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GiaoTrinh.xlsx Properties L > GiaoTrinh.xlsx Properties g
Eeneral Statistics | Contents | Custom General | Summary | Statistics l:onten
Titla: Mame: Date completed Add
Checked by A
Subject: Client
Date completed
Author: CopCon Department
Destnation
Manager: Disposition bl
Comparty: Type: Date e
Valye: 01/12/2013 [ Lirk; to combant
Categary: Properties: | pame Value Type
Keywords:
Comments:
Hyperlink
base:
[] save Thumbnails for All Excel Documents
0K Cancel QK Cancel

Céac Tab General, Statistics, va Contents hién thi théng tin caa bang tinh,
mot sb thong tin da hién thi trong Info. Tab Summary, ching ta c6 thé thiét 1ap Tiéu
dé (Title) va M6n hoc ( Subject ). Tab Custom hién thi danh sach céc thudc tinh nang
cao : Check By, Client, Project, va Typist. Ta ¢ thé dé dang mic dinh hoac c6 thé tu
thiét 1ap theo danh sach cd sin. Sau khi di chon ta Click Add. Bé doi tén, loai, hay
gié tri cua thudc tinh Click chon Modify.

1.1.2. Thiét Iap bao mat va chia sé tai ligu
Trong mot sb truong hop ching ta ¢ thé chia sé bang tinh va cho phép bat ky
ngudi str dung nao lam viéc véi no, chinh sira nd theo ¥ thich : thay d6i dinh dang, thém
hodc x6a dir liéu, chén bang,...Nhung da sé chiing ta muén bao vé bang tinh caa minh,
nhét la céc bang tinh c6 tinh chat quan trong. Vi vay dé bao vé bang tinh ta thyc hién:
- Cé&ch 1: Tab File > Info &> Protect Workbook
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Info

GiaoTrinh

D: » Desktop

Protect Workbook
Control what types of changes peop

By Mark as Final
WS Let readers know the weekbook s final and
muake # read-only

Encrypt with Password

qu:‘l. re A pasoword Lo cpen the workbook ¢

Protect Current Sheet

Control what types of changes pecple can !
make to the current sheet,
Accoun gt
CCOUN [ Protect Workbook Structure
Ecf} Prevent unwented ch anges 1o the structure
Options of the workbook, such as adding sheets '

5 Restrict Access
@ Grant people access while removing thee  *
DALy Lo edit, COpy, OF pant
" Add a Digital Signature
£nsure the integrity of the workbook by
adding an wrvible degntal signature. ,{

- Cé&ch 2: Vao Tab Review - group Changes

REVIEW VIEW Foxit PDF TEAM
show/Hide Comment I:c | H:( | || I ‘53 Protect and Share Workbook
show All Comments EF Allow Users to Edit Ranges
Protect Protect Share

show Ink Sheet Workbook Workbook L# Track Changes -
Changes

¢ Protecting Workbooks and Worksheets
Chung ta c6 thé thiét 1ap bao vé bang tinh va mot sé Sheet quan trong

bang céch:

> Bao vé cau tric bang tinh, bao gdm cac worksheets, kich thudc, vi
tri. Khi mét cau tric bang tinh duoc bao vé ( Protect Structure ) thi ngudi sir dung
khong thé chén, x6a, hoic doi tén, hoic hién thi cac worksheet da bj an. Khi mét cira
s6 bang tinh dwgc bao vé ( Protect Windows ) thi nguoi sir dung khong thé thay doi
kich thude hoic vi tri cua cira so.
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Protect Structure and Windows T E3

Protect workbook for

tructure
[ indows

Password (optional):

[ Ok ]’ Cancel ]

> Bao vé Worksheet : trong mot bang tinh ¢ nhiéu worksheet, nhung
ta chi can bao mat mot vai sheet can thiét thi ta chon Protect Worksheet . Trong hop
thoai Protect Sheet nhap mat khau, va lya chon mét sé thudc tinh cho phép ngudi ngudi
st dung trong vung “ Allow all users of this worksheet to:”

Protect Sheet | T || E%

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

[E[select locked cells i

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert raws

Insert hyperlinks
Delete columns
Delete rows w7

m

OOEEEEEEE

[ oK ][ Cancel ]

> Ta ciing c6 thé thiét 1ap mot khu vuc trong worksheet dugc bao vé
cho phép nguai sir dung c6 thé chinh sira bang chirc nang “ Allow User to Edit
Ranges” trong Maintab Review - group Changes

REVIEW VIEW Foxit PDF TEAM
show/Hide Comment Izc | H:c | | ‘g3 Protect and Share Workbook
show All Comments ER Allow Users to Edit Ranges
Protect Protect Share

Show Ink Sheet Workbook Workbook [# Track Changes ~
Changes

- Trong hop thoai Allow User to Edit Ranges chon New :
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Allow Users to Edit Ranges @

Ranges unlocked by a password when sheet is protected:

| ——
Title Refers to cells m )

Spedfy who may edit the range without a password:

[7] Paste permissions information into & new workbook

[Prgtectsheet... ] ’ Ok ] ’ Cancel ] App

Thiét 14p cac muc trong hop thoai New Range - r Chon ving cho phép

Mew Range thay Aéi
Title:

Bt tén viing

Refers to cells:

—¢E£31
Range password:

Pt mét khiu

o) (o]

4+ Thiét Iap mat khau cho tap tin

Bude 1. M¢ tap tin mudn tao mat khau > Tab File > Info >
Protect Workbook = Encrypt with Password
Protect Workbook
, Control what types of changes peop
Protect
Workbaok »

D Mark as Final
ﬁ Let readers know the workbook is final and

make it read-only.

Encrypt with Password
@’ Require a password to open this workbook. ;

Protect Current Sheet |
Control what types of changes people can I

make to the current sheet.

Buére 2. Nhap mat khau
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ExCrypt Document ) [ ® == |

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ Ok ] [ Cancel ]
Buéc 3. Nhap lai mat khau vira dat
Cunfirnﬁasswurd > |I”E|

Encrypt the contents of this file
Reenter password:

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ oK ][ Cancel ]

Budrc 4. Click Ok hoan thanh

1.1.3. Chia sé va Bao quan tai li¢u
+ Chiasé tai ligu
Buwéc 1. Chon Tab Review = Group Changes = Share
Wokbook

REVIEW WIEW Foxit PDF TEAM

RF1 g Sy Y i

Protect Protect Share _
Sheet WorkbooklWarkbaok J# Track Changes »

o Protect and Share Workbook

now All Comments E# Allow Users to Edit Ranges

now Ink
Changes

Buéc 2. Trong cira so6 Share Workbook > Tab Editing > Allow

changes by more than one user at the same time. This also allows workbook
merging
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Buoéc 3.
tap tin dugc chia sé.

Share Workbook @
Editing | Advanced |
Iuw changes by more than one user at the same time, This
also allows workbook merging.
Who has this workbook open now:
CopCon (Exdusive) - 12/08/2013 12:41 PM =
[ Ok ] ’ Cancel ]

Tab Advanced cho phép ban thiét 1ap mot s6 tinh nang cho

Share Workbook

(7 =]

Thiét lap luwu trit lich si

Track changes
@ Keep change history for:
(7) Don't keep change history
Update changes
@ When file is saved

() Automatically every: | 15

Just see other users' changes

m = dais/l

thay dbi ciia tap tin

Thiét lép cap what tap tin

—|| minutes

(@ Save my changes and see others' changes

Conflicting changes between users
@ Ask me which changes win

Théng bao i co ngudi

thay dbi tip tin

() The changes being saved
Include in personal view

Print settings
Filter settings

| ok

][ Cancel ]

Buée 4. Click Ok dé hoan thanh.
+ Theo ddi sw thay doi cua tap tin
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Sau khi di chia sé tap tin cho nguoi khac hay nhom cung lam viée, dé
theo ddi su thay d6i cua tap tin dé xem tip tin dugc chinh stra, thém hay thay dbi dit liéu
nao , ta thiét ké theo céac budc:

Buwéc 1.  Chon Tab Review = group Changes - Track Changes
-> Highlight Changes...

REVIEW VIEW Foxit PDF TEAM
show/Hide Comment lg ‘g3 Protect Shared Workbook
show All Comments Allow Users to Edit Ranges
B Protect Protect Share -
show Ink Sheet Workbook Workbook [# Track Changes -

Cha [ Highlight Changes...
;@ Accept/Reject Changes
Bwéc 2.  Trong hop thoai Highlight Changes lya chon nhiing diéu
kién When , Who, Where thiét hop theo yéu cau cua ban.

Highlight Changes 7
rack changes while editing. This also shares your workbook.

Nhitng thiét lap lhi chon
Highlight Changes
—

Highlight which changes

When: |al |E|
Who: Everyone IEI
[] where: PG

Highlight changes on screen
List changes on a new sheet

[ Ok ][ Cancel ]

Budée 3. Click Ok dé hoan thanh.
> Vi thiét 1ap nay thi nhitng vi tri ma dix liéu thay do6i s& dugc lam dau voi

Highlight.
B C D E F B c. o E F G H
. N sh i - . | so - -

(Tin) (T3] ) CopCon, 12/06]2013 1:24 P
29/01/1995| X001 | 10 | $200 29/01/1995| %001 | 10 | §200 | 2000 | {canged el 2 o' it
16/06/1995| To03 | 20 | s100 é 16/06/1935) 003 | 20 | $100 | 2000 "L
16/06,/1995| COD2 15 £300 16/06/1995| C002 | 15 | $300 | 4500
18/06/1995| Goo1| & 5400 16/06/1995) GOOL | 20 | $400 | 5000
11/07/1995| NOO3 | 9 $300 11/07/1995) K003 | 9 | $300 | 2700
11/07/1995| so01 | 25 | $300 11/07/1995| s001 | 25 | s300 [ 7500

4 Xem chi tiét nhirng thay ddi ciia tap tin
Buwéc 1. Trong Tab Review = group Changes = Track Changes
-> Accept/Reject Changes
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Buwdc 2. Trong hop thoai Select Changes to Accept or Reject ban sé
lya chon xem chi tiét thay ddi cua dit liéu khi nao , caa ai, hay viing nao,..

Which changes
When:
Wha:

[ where:

Mot vet reviewed

Everyone

Select Changes to Accept or Reject

T [=

L BEE

[ oK ] [ Cancel

Buwéc 3. Trong hop thoai Accept or Reject Changes s& hién thi chi
tiét cac dir liéu da bi thay doi va ban c6 quyén chap nhap hoic khong su thay doi

do.
A B C D E F[p—= - ! . « !
e 1 50 T T Accept or Reject Changes l G
STT . N LUFONG - =
BAN HANG (Tén] GIA TIEN Change 1of 7 made to this document:
"1 [ 29/01/1995| X001 | 10 | $200 | 2000 | ||CoPcon 12/08/2013 L:31PM: -
2 | 16/06/1995| T003 20 £100 2000 Changed cell F2 from '<blank:' to '=E2*DZ'
3 | 16/06/1995| C002 15 $300 4500 =
4 | 18/06/1995| G001 20 3400 8000
5 | 11/07/1995| N0O3 9 $300 2700 R
6 | 11/07/1995] 5001 25 $300 7500 ] l Reject ] l Accept All ] [ Reject All ] [ Close

1.2. Thao Tac Véi Cong Thac Va Ham

trong mot cong thuec.

1.2.1. Kiém tra cdng thic

Chtrc nang Kiém tra cong thuc (formula-auditing) cua Excel hoat dong
bang cach tao ra cac tracer — la nhitng cai mili tén hai dau chi ra cac 6 c6 lién quan

T3 Trace Precedents ﬁ Show Formulas
=% Trace Dependents ¥i> Error Checking ~

7« Remove Arrows -

F 2

Formula Auditing

Ban c6 thé str dung céc tracer dé tim ra ba loai 6 nhu sau:

e Precedents: Pay la cac 6 duoc tham chiéu tryc tiép hoic gian tiép trong

mot cong thuc. Vi dy, 6 B4 chira cong thuc =B2; rdi B2 sau d6 lai Ia
mét precedent truc tiép cua B4. Bay gio gia sir rang 6 B2 chtra cong thic =A2/2;
diéu nay 1am cho A2 tr& thanh mot precedent truc tiép cua B2 ddng thoi ciing 1a
mot precedent gian tiép cua B4.
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e Dependents: Pay la cac 6 dugc tham chiéu truc tiép hoic gian tiép boi
mét cdng thie dang nam trong mot & khac. Trong vi du trén day, 6 B2 1a

mét dependent truc tiép cua A2, va B4 1a mot dependent gian tiép cua A2.

e Errors : Day la nhitng 6 chira mot gid tri 161 va dang dwoc tham chiéu truc
tiép hoic gian tiép trong mot cong thie (va do d6 n6 gay ra mot 161 twong tu trong
cong thac nay).

ﬂ_‘] «li':‘ii TY?'E"’:’"‘.\ EVZEHVV;’*" V“‘-;V:.:';V':Vl‘",: -7" ;'7
A B C D E - G H
1
2 50 ( EDIV/O! ﬂ
3 ‘ e
4 50 R o) \V/] TS 100
5
6 Dependent tracers Error tracer Precedent tracer
7
8
M 4 > W] Sheetl - Sheet2 - Sheet3 . ¥J | m R

Hinh 2.2.2: Minh hpa mét bang tinh vai ba vi du Cua cdc mii tén tracer

- O B4 chua cong thire =B2, va B2 chtra céng thirc =A2/2. Nhiing cai mili tén (mau
xanh) chi ra cac precedent(truc tiép va gian tiép) cua B4.

- O D4 chaa codng thirc =D2, va D2 chira cdng thiec =D1/0, gay ra 16i #D1V/0!, do
d6, 156i nay ciing xuat hién & 6 D4. Miii tén (mau do) chi ra ngudn goc cua 15i.

- O G4 chwra cong thirc =Sheet2I A1. Excel hién thi mot miii tén dut khdc véi mot
cai biéu tuong bang tinh ¢ dudi miii tén khi precedent hoic dependent nam trén
mot trang tinh (worksheet) khac.

4+ Truy tim cac Precedent ciia 0

Budre 1. Chon 6 chtra cdng thirc ma ban muén truy
tim precedent cua no.
Budc 2. Chon Tab Formulas - Group Fomula Auditing - Trace

Precedents. Excel s& thém mot mili tén vao mdi cai precedent tryc tiép

FORMULAS DATA REVIEW VIEW Fourt PDF TEAM

I IH “il o =] Define Name - [ ¥:= Trace Precedents ]-E[ Show Formulas Em]
' \ =y

?1'; Use in Formula ~ '-'QE Trace Dependents |
Date & Lookup & Math&  More Mame - ) - — Watch
Time~ Reference~ Trig= Functions~ | Manager 5 Create from Selection | Vi Remove Arrows - i) Bvaluate Formula  window

[}' Defined Names Formula Auditing
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F G H
THei:NH T}IeiNH S
TIEN TIEN VND yela
2000 40,000,000 20,000
2000 40,000,00
4500 90,000;000
*8666— 160,000,000 |
2700 54,000,000 |
7500 150,000,000
26,700 | 534,000,000

Buéc 3. Tiép tuc 1ap lai bude 2 dé thém céc cap precedent (néu co).
F £ H = G H

TI-Iﬁ:NH T}IﬁNH T§ gid THﬁ:NH 1}1&.[\4[{ T§ gid

TIEN TIEN VND TIEN TIEN VND

2000 440,000,000 20,000 | *2686— 606,060—* 20,000

2000 40,000,000 WW

4500 940,000,000 ~4560— 90,000,000

8000 | 160,000,000 5000 00

2700 514,000,000 2700 s 060,000

7500 | 150,000,000 “#566— 15,000,000
26,700 | 534,000,000 | 26,700 | 534,000,000 |

4+ Truy tim cac Dependent cia 6
Buéce 1. Chon 6 chtra cong thirc ma ban muén truy tim Dependent cua

no.
Buwéce 2. Chon Tab Formulas = Group Fomula Auditing - Trace
Dependents
FORMULAS DATA REVIEW VIEW Fooit PDF TEAM
I IE ”il o (=] Define Mame - 32 Trace Precedents %] Show Formulas Emj
Zf Use in Formula = [ a2% Trace Dependents ] . €O
Date & Lookup & Math&  Maore Mame ) = —, Watch
Time - Reference - Trig- Functions- = Manager ES Create from Selection | I Remove Arrows ~ (&) Evaluate Formula  window
¥ Defined Names Formula Auditing
G H
THANH T i
TIEN VND i
48,000,000 —] 20,000 |

46,000,000-A
90,000,060

160,000,000

54,000,000
156,000,000
534,000,000
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Buwéce 3. Tiép tuc lap lai bude 2 dé thém cac cap Dependent (néu co).

4+ Go& b6 nhirng miii tén Tracer
» Chon Tab Formulas > Group Fomula Auditing - Remove
Arrows

FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

E = C=lDefine Name - %o Trace Precedents (P4 Show Forr
—

“fl Use in Formula = ‘:':ETFECE Dependents
Date & Lookup & Math &  More Marne —
Time - Reference~ Trig= Functions -  Manager [ Create from Selection | [% Remove Arrows ~ (5) Evaluate Fc
v Defined Names T Remove Arrows
13*D2:D13} E:n Remove Precedent Arrows
n:E Remove Dependent Arrows
] E F G H | - - -
> Dé gd bo cac mili tén precedent moi lan mot cap, chon Remove
Precedent Arrows.

> Pé gd bo cac miii tén dependent mdi 1an mot cap, va chon Remove
Dependent Arrows.

4 Céac thoéng béao 18i thwong giap
Khi Excel khong tinh dugc mot céng thire thi chuong trinh s& bao 16i sai,
bat dau bang dau #, dudi day 1a danh sach cac thdng bao I8i thudng gap.

Thon:g‘ bao Nguyén nhan
1oi
#DIV/O! Trong cong thirc ¢6 phép tinh chia cho 0.
ANUA Cong thirc tham chiéu dén 6 ¢6 gia tri khong
tim thay hodc nhap ham thiéu doi so.
#NAME? Trong cong thirc c6 tén ham hoac tén 6 sai.
ANULL Xayra k}n Xac dinh giao gitia 2 vung
nhung vung giao nhau la rong.
#NUM! Dir liéu s bi sai.
HREE! Xay ra khi trong cong thirc c6 tham chiéu
) dén mat dia chi khong hop 1¢€.
#/ALUE! Trrongqcor}g ‘F};lu:c c6 cac toan hang va
toan tir sai kiéu.

4 Sira chira 16i cong thirc
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Néu ban thiéu mot diu ngoic don khi nhap maét cong thirc, hoic néu ban

dit mot dau ngodc don sai vi tri, Excel thuong hién thi mot hop thoai nhu minh hoa &
hinh bén duéi khi ban cé xac nhan cong thirc. Néu thay cong thire (do Excel goi ¥ trong
hop thoai) 1 dung nhitng gi ban muén, ban nhan Yes dé Excel ty dong sira lai cong thuc
cho ban; con néu thiy cdng thirc d6 sai, ban nhin No va tu stra lai cong thic.

]

| ] |
o1y | PONVI| 8O XANG GASOIL DAU LUA
' NHAN |LUONG sig [ TT SLG | TT [ Sl6 | TT

X001C |Clya 100|=IF(LEF T(A10,1)="x",C10,0
GOO1K |Xnvan tai 150 [ I I .
X002K D;ji ¥eb 200| | Microsoft Excel lth
L001C |Nhamédyc| 100 e ) _— e
L002C XU’@"HQ y 50 ) Microsoft Excel found an error in the formula you entered. Do you want to accept the correction proposed below?
G002C |Clyz 120 ,:0] =IF(LEFT{A10,1)="x",C10,0)
GO03K | Xn co khi 80 "~ aToaccept the correction, dick Yes.

céng «To dose this message and correct the formula yourself, dick Mo,

B.quén ngay F e [ w |

+ Sir dung chire niing kiém tra I8i cong thirc

Néu ban si dung Microsoft Word, c6 1& ban dd quen véi nhitng duong
gon s6ng mau xanh xanh xuat hién & bén dudi c4c tir hoac cum tir ma chuong trinh
Kiém tra van pham (grammar checker) cho 1a khong diing. Grammar checker hoat
dong bang cach stir dung mot bo quy tac dé kiém tra van pham va cl phap. Khi ban
nhap van ban, grammar checker am tham theo di ting cau ting chit caa ban, néu
c6 thir gi d6 ban nhap khong dting véi nhitng quy tac ciia grammar checker, duong
gon s6ng sé& xuat hién dé bao cho ban biét 1a c6 van dé.

Excel ciing c6 tinh ning twong ty nhu vay: chic nang kiém tra 16i cong
thire (formula error checker). N6 twong tu nhu grammar checker, dung mot mot bo
quy tac dé kiém tra cac phép tinh va ciing hoat dong cach am tham khi giam sat
nhitng c6ng thirc caa ban. Néu n6 phat hién ra diéu gi d6 khong 6n, né s& hién thi
mét dau hiéu bao 15i — maot cai tam gidc mau xanh — & goc trai phia trén caa 6

chtra cong thuec.
1 -| #DIV/0! _|

The formula or function used is dividing by zero or empty cells.

% CA4ch sia chia 16i
Khi ban chon céi 6 c¢6 diu hiéu béao 15i, Excel hién thi mot smart tag ngay
canh d06, va néu ban dat con tré chudt I1&n trén cai biéu twong mai xuat hién nay, mot
cau thdng bao miéu ta 15i mac phai s& hién 1én, nhu minh hoa trong hinh trén. Bén
g6c phai cua biéu tuong ndy con ¢ mot nlt nhan dé mé ra mot danh sach nhiing
cach xtr Iy 16i cho ban chon:
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Help on This Error : Tim hiéu thdng tin vé 16 qua hé thong Help
cua Excel.

Show Calculation Steps: Chay chuc nang Evaluate
Formula (danh gia cong thurc).

Ignore Error : Bo qua, gitr nguyén cong thire sai nhu vay.

Edit in Formula : Hién thi cdng thic trong ché d6 chinh sira
(Edit) trén thanh cong thuc (formula bar). Chiang qua 1a dé cho ban
tu sua lai cong thuec.

Error-Checking : Hién cac tuy chon cua chuc nang Error
Checking tir hop thoai Option dé ban chon.

1 - DIV _|

Divide by £ero Error

Help on this error

Show Calculation Steps...

Ignore Error

Edit in Eormula Bar

Error Checking Qptions...

< Thiét ldp céc tly chen cho viéc kiém tra 14i

. Ciing giébng nhu viéc kiém tra ngit phap trong Word, chiic

nang kiém tra 16i cong thirc (Formula Error Checker) ciing c6 mét s nhitng tiy
chon dé quy dinh cach n6 1am viéc va s& danh dau nhiing 18i nao. Bé xem nhiing
tuy chon nay, ban c6 hai cach:

- Chon Office, Excel Options dé hién thi hop thoai Excel
Options, va chon Formulas

- Chon Error-Checking Options trong danh séch x6 xudng
cua Ccai biéu tuong bao 16i (nhu di noi trong bai trudc).

o Ca hai cach déu md ra nhiing tiy chon cho Error

Checking va Error Checking Rules nhu minh hoa:
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Excel Options

General

Formulas
Proofing Calculation options
Werkbook Calculation
® Automatic

Language = =

Automatic except for data tables
Advanced —

[anual
Customize Ribbon ¥| Recalculate workbook before saving

Quick Access Toolba
Working with formulas

Add-Ins -
L BICY reference style'!

Trust Center [¥] Formula AutoComplete

[V Use table names in formulas

[V Use GetPivotData functions for PivetTable references

7=

g f{ Change options related to formula calculation, performance, and error handling.

[7] Enable fterative calculation

Magimurm lterations: | 100 5

Maximum Change: | 0.001

Error Checking

[¥] Enable background error checking

"
Indicate grmors using this color I

Error checking rules

[¥] Cells containing formulas that result in an error
[¥] Incongistent calculated column formuls in tables

[ Cells containing years represented as 2 digits

Reset Ignored Errors

[+ Mumbers formatted as text or preceded by an apostrophe
\ [+ Formulas ipconsistent with other farmulas in the region

[¥ Formulas which gmit cells in a region
[ Unlocked cells containing formulas

] Formulas referring to empty cells

[ Data entered in a table is inyalid

/

Error Checking

Enable background error checking

Reset Ignored Errors
Indicate errors using this color: [ 2

Error checking rules

Cells containing formulas that result in an error’i
Inconsistent calculated column formula in tables G

Cells containing years represented as 2 digits

Numbers formatted as text or preceded by an apostrophe '

Formulas inconsistent with other formulas in the region G

Formulas which omit cells in a region i
Unlocked cells containing formulas '
|:| Formulas referring to empty cells
Data entered in a table is invalid i

e Enable Background Error Checking : Check box nay bat va tat

ché do tu dong cua chirc nang Formula Error Checker. Néu ban tit ché do nay,
mdi khi ban muédn kiém tra 15i cong thtc, ban chon Formulas, Error Checking.

e Indicate Errors Using This Color : Chon mau cho dau chi bao 1i
(cai tam giac nho xiu & gdc bén trai 6 co 15i).

e Reset Ignored Errors : Néu ban da bo qua mot hoac nhiéu 181, ban
c6 thé cho hién thi lai cac 16i d6 bang cach nhan ndt nay.

e Cells Containing Formulas That Result in an Error : Khi tuy
chon nay duoc kich hoat, chic ning Formula Error Checker s& danh dau vao 6
cong thirc c6 két qua 1a céc gia tri 16i nhu #DIV/0!, #fNAME?, hay bat ky gia tri
16i ndo da sir dung trude do.

e Inconsistent Calculated Column Formula in Tables : (Tuy chon
méi & phién ban Excel 2007) Khi tdy chon nay duoc kich hoat, Excel kiém tra cac
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cong thirc trong cot dung dé tinh todn caa mot Table (mot dang bang dic biét cua
Excel), va danh ddu vao nhitng 6 c6 cong thic ma cau tric cua céng thic nay
khong giéng vai nhitng cdng thuc khac trong cot. Trong smart tag & & ¢6 15i, 6
kem thém Iénh Restore to Calculated Column Formula, cho phép ban cap nhat lai
cong thirc dé n6 nhat quén véi nhitng cdng thirc ¢ phan con lai trong cot.

e Cells Containing Years Represented as 2 Digits : Khi tuy chon
nay duoc kich hoat, chtrc ning Formula Error Checker s& danh ddu vao nhitng
cong thirc ¢d bao gdm nhitng gia tri ngay thang ma trong dé con s chi ndm chi
c6 2 chit s& (Mot tinh hubng mo hd, khong rd rang, bai vi chudi dé c6 thé tham
chiéu dén mét ngay nao & nhitng nam 1900 14n nhitng nim 2000). Véi truong hop
nay, danh sach tuy chon trong smart tag c6 chua hai Iénh — Convert XX to
19X X va Convert XX to 20XX — cho phép ban chuyén doi con sb chi nim c6 2
chix s6 thanh con sb ¢6 4 chit s6.

e Numbers Formatted as Text or Preceded by an Apostrophe :
Khi tiy chon nay duoc kich hoat, chizc nang Formula Error Checker s& danh dau
vao nhiing 6 c6 chira mot con s duoc dinh dang dudi dang text hodc ¢ mot dau
nhay don (') ¢ trudc. Vai truong hop nay, danh sach tuy chon trong smart tag co
thém Iénh Convert to Number dé chuyén con sé d6 thanh mét con s that su (dinh
dang theo kiéu sd).

e Formulas Inconsistent with Other Formulas in the Region : Khi
tdy chon nay duoc kich hoat, chirc ning Formula Error Checker s& danh diu vao
nhitng céng thizc ¢d cau tric khéc véi nhitng cng thire twong tr & xung quanh
no. Vai trueong hop nay, danh sach tly chon trong smart tag c6 thém mét Iénh dai
loai nhu Copy Formula from Left (copy cong thirc & 6 bén trai sang ddy) dé lam
cho cong thirc nay nhat quéan véi nhirng cong thirc xung quanh.

e Formulas Which Omit Cells in a Region : Khi tuy chon nay duoc
kich hoat, chirc nang Formula Error Checker s& danh dau vao nhiing cong thirc
(ma nhitng cong thic nay) bo qua cac hang gan ké véi diy duoc tham chiéu trong
cong thuec.

e Unlocked Cells Containing Formulas : Khi tuy chon nay duoc
kich hoat, chirc niang Formula Error Checker s& danh dau vao nhiing cong thirc
nam trong cac 6 khong dugc khoa (unlocked). Pay khong phai 1a mot 16i ma la
mét canh bao rang nhitng ngudi khac cé thé sira doi cong thic, ngay ca sau khi
ban da bao vé (protect) bang tinh. Véi truong hop nay, danh sach tuy chon
trong smart tag c6 thém Iénh Lock Cell dung dé khoa 6 lai va ngin khéng cho
ngudi dung khéc thay d6i cong thuc sau khi ban da bao vé bang tinh.
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e Formulas Referring to Empty Cells : Khi tuy chon nay duoc kich
hoat, chtrc ning Formula Error Checker s& danh dau vao nhitng cong thic tham
chiéu dén céc 6 rdng. Vi trudng hop ndy, danh sach tiy chon trong smart tag c6
thém lénh Trace Empty Cell dé cho phép ban tim 6 rong ma cong thirc nay dang
tham chiéu dén (va ban c6 thé nhap dit liéu vao 6 rong d6, hoidc diéu chinh cong
thire sao cho n6 khdng tham chiéu dén 6 nay nia).

e Data Entered in a Table Is Invalid : Khi tuy chon nay dugc kich
hoat, chitc niang Formula Error Checker s& danh dau vao nhitng 6 vi pham cac
quy tic hiéu lrc héa dir liéu (data-validation rules) cia mot Table. Diéu nay cé
thé xay ra néu ban thiét 1ap mot quy tic Data-validation véi chi mét
kiéu Warning hozc Information, ngudi ding van cé thé chon nhap nhiing di liéu
khong hop & trong truong hop nay, va Formula Error Checker s& danh dau vao
nhitng 6 chira dir liéu khdng hop I€. Danh sach tuy chon trong smart tag cé thém
lénh Display Type Information, hién thi quy tic Data-validation ma nhitng 6 d6
vi pham.

+ Sir dung Watch Window

Tinh ning nay gitip ta theo ddi cac 6 trong qué trinh tinh toan. Ban mudn

giam sat 6 ndo thi dwa n6 vao danh sach giam sat ¢ cira s6 caa Watch Window. Goi cira
s6 Watch Window :
- Chon Tab Formulas — group Formula Auditing — Watch Window

FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

E = (=lDefine Name - #io Trace Precedents (%] Show Formulas I_‘
[ 5 o - f=p=
o2k Trace Dependents ™! Error Checking -
Date & Lookup 8 Math 8  More MName . Watch
Time~ Reference~ Trig~ Functions~ | Manager £ Create from Selection | J% Remove Arrows = (#&) Evaluate Formula  \Window
¥ Defined Mames Formula &uditing
Hinh 2.2.12

- Sau d6 chon 6 can theo ddi va nhan vao nat Add Watch trén cua so
Watch Window.

Watch Window * X
23 Add Watch... #% Delete Watch

Book Sheet Mame Cell Value Formula
BAI TAP_0910.... BT3 G3 100000 =IF(AND(D3="MAM",E3=>24),100000,0)
BAI TAP_0910.... ET3 H3 O =IF{OR(E3>25,AND{D3="N0" E3=25)),300000,0)

4+ Sir dung chirc ning Data Validation trong quan ly nhap li¢u
Khi xay dyng bat cir bang tinh nao d¢6 phuc vu ¢éng viéc minh, chic chan
ban s& can nhitng ving nhap dit liéu theo y&u cau nhit dinh nao d6. Dit lidu d6 co thé
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duoc giéi han trong mot pham vi nao d6, co thé 1a sé nguyén, sé thap phan, ngay, gio,
trong danh sach sin c6 hoic chudi c6 d6 dai nhit dinh. Khi d6 chirc ning Data validation
s& gilp ching ta nhap liéu mot cach chinh xéac theo yéu cau, han ché sai sét tdi thiéu.
Vi du: Biém nhap vao phai >=0 va <=10:
KET QUA THI CUOI KHOA
DPIEM
TOAN | VAN |NGOAINGIF

Piém nhép vio phii: PTB |PIEMKQ

==0 and <=10

........ : — e -
3 HIEP | NAM | 1986
4 | THAO N{F 1988

Dé thiét lap viéc nhap liéu theo diéu kién, ta thuc hién:
Buée 1. Chon ving mudn thiét lap diéu kién .
Buwdérc 2. Vao Tab Data = group Data Tools - Data Validation

DATA REVIEWY VIEW Foxit PDF TEAM

tions El Y E’E E‘ E*g E-’D B

ljl Sort Filter Textto Flash Remowve Consolidate What-If
' Yo Advanced | colymns  Fil Duplicated Validation - Analysis ~
Sort & Filter Data Tools
Hinh 2.2.15

Bude 3. Trong hop thoai Data Validation nhu hinh bén dudi, c6 ba Tab Setings,
Input Message, Error Alert.

D: dation @ @

7=

Settings | Input Message | Error AJert—|
Validation criteria
Allow:
Whole number IZI Ignore blank
Data:
between IZI
Minirmurm:
s
Maxirmurn:
Apply these changes to all other cells with the same settings

o) (o=

1.  Thé Settings
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Cira s6 Settings cho phép thiét lap cai dat vé diéu kién nhap liéu
trong Validation criteria. Tuy vao dbi twong kiém soat ma ta chon trong danh sach bén
du6i Allow. Mic dinh ban dau cho phép nhap bat cir kiéu dix liéu nao trong 6 (Any
value). Dé thay d6i theo y muédn, dau tién ta chon vung dix liéu can thiét 1ap chtrc ning
Validation.

Trong danh séch tha xudng cua Validation criteria, c6 cac lya chon
Whole number, Decimal, List, Date, Time, Text lenght, Custom.

Data Validation L2 ||

Settings | Input Message | Error Alert |

Validation criteria
Allow:
Whole number Ignore blank
| Whole number
Decimal
| List
Date
1 Time
Text length
Custom —
Apply these changes to all other cells with the same settings

| Comn ] o] [l ]

» Whole number: Churc nang nay chi cho phép nhap liéu la

s6 nguyén. Néu nhap s6 thap phan, chudi,... s& bi b&o 15i. Chirc nang nay hitu ich
khi dir liéu nhap 1a tudi, sé lwgng mit hang, s6 san pham, diém thi,... Khi chon
Whole number, chitc niang Data xuat hién cho phép khdng ché pham vi gia tri

nhap:
Data Validation E@
Settings | Input Message | Error Alert |
Validation criteria
Allow:
Whole number IZI Ignore blank
Data:
between IZI
Minirnum: betywesn
Maximum: Eg;ahrtt:m
not equal to
BPpTY TIESE © i;érsega E;:ha : EENEES
——|greater than or equal to
less than or equal to : Ok ] ’ Cancel ]
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Cac toan tu:

- Between: gid tri trong 6 nam trong doan tir a dén b (bao gom 2
can trén va dudi a, b)

- Not between: gi4 tri trong 6 khong nim trong doan [a, b]

- Equal to: gi4 tri trong 6 bang (=) véi gia tri so sanh

- Not equal to: gia tri trong & khdng bang (#) gi tri S0 sanh

- Greater than: gia tri trong 6 16n hon (>) gia tri so sanh

- Less than: gia tri trong 6 nho hon (<) gia tri SO sanh

- Greater than or equal to: gia tri trong 6 Ién hon hoic bing (>)
gia tri so sanh

- Less than or equal to: gia tri trong 6 nho hon hoic bang (<)
gia tri so sanh

> Decimal: Chic ning nay chi cho phép nhap liéu 1a sb
nguyén hoac so thap phan. Cach thuc hién tuong tu d6i vai Whole number. Sir
dung kiéu gia tri Decimal cho phép tranh duoc nhiing sai sot do quy dinh vé sb
thap phan Qudc té va Viét Nam (dau chdm va phay).

» List: Chirc nang nay chi cho phép nhap li¢u tir mot danh
sach sin cd. Danh sach nay co thé duoc nhap tryc tiép, tir mot ving trong sheet,
tir tén (Name) viing san ¢d hodc tir file khac. Nén sir dung chirc ning nay khi ban
can nhap liéu duoc lay tir mot co so dit liéu (CSDL) sdn ¢6 nam han ché sai sot,
rdt ngan thoi gian. Vi du nhu nhap danh séch mén hoc, ma mén hoc, 16p...... Biéu
nay cho phép han ché ti da do nhap liéu khong dung dan dén két qua tinh toan
sai, dac biét 1a d6i twong nhap la chudi.

» Date: Chirc nang nay chi cho phép nhap liéu la ngay. Viéc
diéu khién vé khoang ngay nhap gidng nhu ddi véi Whole number. Diéu dé c6
nghia 1a chon ngay trong 1 khoang xac dinh, ngay bat dau, ngay két thuc, ...

> Text length: Chtrc ning nay chi cho phép nhap liéu 1a chudi
c6 do dai xac dinh (tinh bang s6 ky tu, ké ca koang trang, dau,...). Viéc diéu khién
vé chiéu dai chudi nhap gidng nhu déi voi Whole Number. Diéu d6 c6 nghia 1a
c6 thé kiém soat dugc chiéu dai chudi nhap gidi han trong 1 bang xéac dinh, chiéu
dai chudi nhap nho nhat, chiéu dai chudi nhap 16n nhat,... Vi du nhu trong hinh
16, chi cho phép nhap ma hang c6 chiéu dai 6 ky tu.

2. Input Message
Chte nang Input Message cho phép hién thi théng tin nhap liéu khi
di chuyén chudt vao 6 do, tir d6 dinh hudéng cho céng viéc nhap liéu. Gom c6 céc thdng

SO:
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>  Show input message when cell is selected: Bat (tit) ché do
hién thi thong bao khi 6 dugc chon. Truong hop nay chon Bat.

> Title: Noi dung tiéu dé hién thi, ding kiéu gd Unicode.

>  Input message: Noi dung thdng bao, dung kiéu g6 Unicode.

Vi du:
Data Validation [ % ][ =]
Input Message | Error Alert
Show input message when cell is selected Tieu :'?E ﬁfef thi fmng
vung dieu kien
When cell is selected, show this input message:
Title: /
Chi !
Input message:
S nhap phai I6n hon hodc bang 0 v& nhd han hodc bang 1011 -
Noi dung thong bde |
viing digu kién
Coc ) Lo ]
= Thi lic d6 trong ving ban chon diéu kién sé& hién thj thong bao nhu
Sau.
A B C B, E F G H |
KET QUA THI CUOI KHOA
) ) PIEM .
STT | TENHS PHAI NS - = = DPTB |DIEM EKQ
TOAN VAN ([NGOAINGIF
1 LﬁM NHM IQBE ..................................
2 HAI NAM 1987 Chi y! -
3 | HIEP | NAM | 1986 58 nhap phai lgn
. - hon hodc bang 0
4 THAOQ N 1988 va nhd hon hodc
bang 10!
5 | MINH | NAM | 1988 | L ——

3.  Error Alert
Khi 6 da duoc dat ché do Data validation, néu nhap liéu khong ding
quy dinh s& bi thdng bao Ta c6 thé thay doi noi dung théng bao mic dinh d6 theo céac
hoan canh khéc nhau va hién thi ni dung théng bao dé bang tiéng Viét cho d& hiéu va

sua doi.
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Data Validation I~

| Settings | Input Message | Error Alert

Show errar alert after invalid data is entered

When user enters invalid data, show this errar alert:
Style: Title:

Canh baao!!!

Error message:

Information Phai nhap sd ==0va «<=10111 e

Clear All 0K Cancel
| | |

>  Show error alert after invalid data is selected: Bat (tt)
ché d6 hién thi canh bao sau khi dir liéu duoc nhap vao 6. Truong hop nay
chon Bat.

> Style: Kiéu canh béo, gom Stop (dung lai), Warrning (canh
béo), Information (théng tin).

Tuy mae do canh bdo ma cé cach xtr ly phu hop.

- Stop: Thong béo 16i nhap liéu nghiém trong, Excel khong
chap nhan gia tri nhap liéu nay va yéu cau phai nhap dung méi dugc
chap nhan.

- Warning: Thong bao 16i nhap liéu mang tinh canh béo, tiy
truong hop co thé chap nhap hoic khdng chap nhan gia tri nhap ligu.

- Information: Théng bao 15i nhap liéu mang tinh thong tin,
ban ¢6 thé bo qua truong hop nhap liéu khong ding quy dinh.

> Title: Noi dung tiéu dé thong bao, dung kiéu gé Unicode.
»  Input message: Noi dung théng bao (chi y noi dung theo
nhitng hoan canh cy thé), ding kiéu gé Unicode.
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KET QUA THI CUOI KHOA
_ ] DIEM .
STT | TENHS PHAI NS - — — DTB |DIEM KQ
TOAN VAN |NGOAINGU

1 | LAM | NAM | 1988 8.0 7.0

2 HAI | NAM | 1987 9.0

3 | HIEP | NAM | 1986 3.0 75

4 I canh bson o

5

6 Ban phai nhap s Idn han hodc bang 0 va nhd hon hodc bang 1011

7 ! _ Continue?

8 { | Mo | | Cancel | | Help

9 Was this information helpful?
1N 1A

1.2.2. Pinh dang c6 diéu kién ( Conditionnal Formatting )

Str dung bang dix liéu Excel, khi can tach loc céc di liéu can thiét theo
mot quy tac cu thé, dai da sé ngudi dung déu thuc hién chirc nang loc (Filter) cua
phan mém Excel. Tuy nhién, néu muén dit phan di liéu d6 voi dinh dang noi bat
riéng biét thi chirc nang loc khdng thé dap tng dugc. Bé dat duoc dicu do, ban phai
sir dung chirc nang dinh dang c6 diéu kién (Conditional Formatting) ciia phan mém
Excel.

Churc nang Conditional Formatting 1a ky thuat dinh dang, cho phép ban
thiét lap dinh dang riéng nhirng 6 duoc lya chon, khi dit liéu trong cac 6 d6 thoa man
diéu kién da dinh sén.

Viéc dinh dang khac biét cho cac 6 dir liéu thoa man diéu kién, gilp
ngudi xem nhanh chéng nhan ra dugc cac thong tin da diéu kién, trong khi van xem
dugc tong thé bao gdm céc dir liéu khac.

Vi du: Trong hinh dudi day, khong don gian dé nhan vién cé thé nhan
ra dau 1a don hang qua han nhung chua cung cip du s6 lugng, dau 1 don hang gan

t6i han nhung chwa c6 da sé luong yéu cau.
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Theo ddi don hang

Thang 08/2013 Ngay hiéntai: | 15/08/2013
Ténhang |Solwongcin| Theihan Da xuat

Man hinh 100| 12/08/2013 0

Chuét 300| 30/08/2013 0

Ban phim 240| 16/08/2013 240

Mdy chiéu 5| 10/08/2013 0

Man chiéu 10| 15/09/2013 10

USB 8GB 260| 25/08/2013 0

Bia CD 1000| 28/08/2013 500

Bia DVD 2250| 24/08/2013 0

Néu c6 sir dung chire nang dinh dang, nguoi sir dung c6 thé nhanh chong

thiy dugc cac don hang quéa han nhung chua du sé luong duoc danh ddu mau do

nhat ; cac don hang sap toi han nhung chua duoc cung cap day du duoc danh dau

mau vang.

Theo doi don hang

Ngay hién tai:

15/08,/2013

Thang 08/2013

Ténhang |Solwongcin| Theihan Pa xuit
Man hinh 100| 12/08/2013 0
Chudt 300| 30/08/2013 0
Ban phim 240| 16/08/2013 240
M4y chiéu 5| 10/08/2013 0
Man chiéu 10| 15/09/2013 10
USB 8GB 260| 25/08/2013 0
Bia CD 1000| 28/08/2013 500
Pia DVD 2250| 24/08/2013 0

Trong trueong hop st dung chiic nang Conditional Formatting, toan bo
dir liéu dap tng diéu kién s& duoc tu dong dinh dang riéng biét, giup ngudi sir dung
nhanh chéng nhan ra nhitng van dé can xi ly.
Ngoai ra, tir phién ban Office 2007, tinh nang Conditional Formatting
cua phan mém Excel duoc nang cip véi nhiéu muc diéu kién, st dung nhiéu céch

thire dinh dang dep va 4n twong nhu Data Bars, Color Scales, Icon Sets v...v...

+ Cac dinh dang theo miu san
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Bwéc 1. Chon viing muédn dinh dang.
Buwéc2.Vao Tab Home > group Style -> Conditional

Formatting
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Fauit PDF TEAM

Cut a“ - I i I

Carnbna =13 = A a = e - = Wrap Tet General I ?:. J | ‘."
Copy - h -
! - = e F  EEE EE = . . e 3 =0 o | Conditional [Format as  Cell
Fatrrat Painter B I - === € £ Mg e Cort e ¥ i e Table= Styles
iboard F Font [~ Alignment = Number Styles

Hinh 2.2.25

Buwéc 3. Chon dinh dang diéu kién mudn thiét lap.

-
4 }
A7 = @
Conditional Format as  Cell
Formatting= Table~ Styles~

Highlight Cells Rules »
RS HAighlig
T Top/Bottom Rules »
| He] =P
=
m-"| Data Bars 3
L -]
B
— Color Scales ¥
- .
§ lcon Sets r

[E] Mew Rule..
EZ  Clear Rules 4
E Manage Rules...

Bang dudi day liét ké cac dbi tugng c6 trong hop thoai Conditional
Formatting Rules Manager.
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Conditional Formatting Rules Manager |I||E|
Show formatting rules for: | current Selection E
5 New Rule... ] l Sy Edit Rule... ] l X Celete Rule ] B
Rule (applied in order shown)  Format Applies to Stop If True =
Formula: =AND{§C4>... AaBbCcYyZz =5A$4:8D511 & [
Formula: =$C4<8F§2 AaBbCcYyZz =$AS4:8D511 S (]

’ QK ] ’ Close ] App
Péi twong T4c dung
Doi twong duoc sir dung dé loc ra cac diéu kién dang duogc st dung. Théng
Show thuong ban c6 thé dé ra chon Current Selection dé xem dinh dang c6 diéu
formatting | kién cho ving/6 duoc chon, hoic thay d6i sang muc This Worksheet dé
rules for | xem toan bo cac dinh dang c6 diéu kién dang duoc sir dung trong tap tin
bang tinh.
New Rule | Nut sir dung dé tao mot luat moi.
Edit Rule | NGt s dung dé stra luat dang chon.
Delete Rule | NGt st dung dé x6a luat dang chon.
Move Hai nat sir dung dé thay doi trinh ty vu tién cua luat dang duoc chon: 1én
Up/Move | trén luat lién ké phia trén hoac xudng dudi luat lién ké phia dudi.
Down
Stop If | Cot lya chon ngung thuc thi cac luat tiép theo, néu luat twong tng muc
True chon da dung.

+ Hop thoai New Formatting Rule
Trong cac phién ban Excel tir 2007, dé tao mot luat méi, ban s& phai st
dung hop thoai New Formatting Rule. Hop thoai trong cac phién ban “doi sau” dugc
chia thanh 2 phan chinh 1a: Select a Rule Tyle va Edit the Rule Description.
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Mew Formatting Rule [ | =2 |
Select a Rule Type:
» Format all cells based on their values
» Farmat only cells that contain
» Format only top or bottom ranked values
» Format only values that are above or below average
» Format only unique or duplicate values
» Use 3 formula to determine which cells to format
Edit the Rule Description:
Format all cells based on their values:
Format Style: | 2-Color Seale E
Minirmurm Maxirnum
Type: |Lowest Value E Highest Value E
Value: |{Lowest value) 5.5 (Highest value) 5.5
Color: El El
Preview:
oK ] [ Cancel ]

Format all cells based
on their values

Format only cells that
contain

Format only top or
bottom ranked values

Format only values
that are above or
below average
Format only unique or
duplicate values
Use a formula to
determine which cells
to format

Binh dang c6 diéu kién dya trén gia tri c6 trong 0.

Dinh dang c6 diéu kién dua trén viéc xac dinh thanh phan
dit liéu co6 chira. Vi du: cd chaa chir officelab.vn, dir liéu
tréng, dir liéu ngay hom qua v...v...

Dinh dang c6 diéu kién cho cac dir liéu cao nhat hoic thap
nhat. Cac tly chon trong phan nay cho phép dinh dang theo
s6 luong cu thé hoic phan tram.

Dinh dang c6 diéu kién cho céc dit liéu trén hogc dudi trung
binh theo nhiéu tiéu chi khac nhau.

Dinh dang c6 diéu kién dé nhan dién céc dit lidu duy nhat
hoac trung lap.

Dinh dang c6 diéu kién dua theo cong thirc do nguoi st
dung xay dung.

+ Pé dinh dang véi Conditional Formatting
% Pé danh diu nhanh cac 6 théa mdn cdc diéu kién co ban
Buée 1. Chon ving dix liéu ban can dinh dang.
Buwdoce 2. Trén thanh Ribbon, chon thé Home.
Buwée 3. Trong  nhom Styles, nhap chudt 18n  nGt Conditional

Formatting.
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Budc 4. Trong trinh don Conditional Formatting, chon Highlight
Cells Rules.
Buwée 5. Trong trinh don con Highlight Cells Rules, chon loai diéu
kién ban muén sir dung.
Buéde 6. Nhap céc chi s6 can thiét va kiéu dinh dang trong hop thoai
diéu kién, nhan Ok dé xac nhan viéc dinh dang.
< Dé danh diu nhanh céc 6 theo lugt cao/thdp
Buiée 1. Chon ving dix liéu ban can dinh dang.
Buwoce 2. Trén thanh Ribbon, chon thé Home.
Buwée 3. Trong  nhdm Styles, nhap chudt 18n  nGt Conditional
Formatting.
Buwoc 4. Trong trinh don Conditional Formatting, chon Top/Bottom
Rules.
Buoc 5. Trong trinh don con Top/Bottom Rules, chon loai luat
cao/thap ban muén st dung.
Buwére 6. Trong hop thoai diéu kién, nhap céc chi s6 va kiéu dinh dang
ban muén sir dung.
Buwée 7. Nhan Ok dé xac nhan diéu kién va thyuc hién dinh dang.
< Dé dinh dang theo dj |éch Data Bars
Bwéc 1.  Chon ving dit liéu ban can dinh dang.
Bwoéc 2. Trén thanh Ribbon, chon thé Home.
Buwée 3.  Trong nhom Styles, nhap chuot 1én nGt Conditional
Formatting.
Buwoc 4.  Trong trinh don Conditional Formatting, chon Data Bars.
Buwéc 5. Trong trinh don con Data Bars, chon loai mau ban muén sir
dung.
< Dé dinh dang theo d¢ bién thién Color Scales
Bwéc 1.  Chon ving di liéu ban can dinh dang.
Bwoc 2. Trén thanh Ribbon, chon thé Home.
Bwéc 3.  Trong nhom Styles, nhap chuot 1én nGt Conditional
Formatting.
Budéc 4.  Trong trinh don Conditional Formatting, chon Color Scales.
Bwéc 5. Trong trinh don con Color Scales, chon loai mau ban muén
su dung.
< Dé dinh dang theo biéu freng phan nhom Icon Sets
Bwéc 1.  Chon ving dit liéu ban can dinh dang.
Bwoéc 2. Trén thanh Ribbon, chon thé Home.
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Buwéce 3.  Trong nhom Styles, nhap chuot 1én nGt Conditional
Formatting.
Buwoc 4.  Trong trinh don Conditional Formatting, chon Icon Sets.
Buwéc 5. Trong trinh don con Icon Sets, chon tap hop biéu twong ban
muén st dung.
< Dé tao mgt dinh dang tly bién bang hgp thogi New Formatting Rule
Buwéc1.  Chon ving dit liéu ban can dinh dang.
Bwoc 2. Trén thanh Ribbon, chon thé Home.
Buwéc3.  Trong nhom Styles, nhap chuot 1én nGt Conditional
Formatting.
Buwdc 4.  Trong trinh don Conditional Formatting, chon New Rule.
Buwéc 5.  Trong hop thoai New Formatting Rule, dit cac diéu kién
mong mudn.
Bwéc 6.  Nhan Ok dé xac nhan diéu kién va thuc hién viéc dinh dang.
% Dé xem cdc dinh dang cé diéu kién dang dwec siz dung
Bwoc 1. Trén thanh Ribbon, chon thé Home.
Bwéc 2.  Trong nhom Styles, nhdp chudt lén nuat Conditional

Formatting.

Buoc3.  Trong trinh don Conditional Formatting, chon Manage
Rules.

Budéc4. Trong muc Show formatting rules for, chon This
Worksheet.

< Dé sira mét dinh dang cé diéu kign
Bwéc 1. Chon ving dit liéu ban can dinh dang.
Bwoéc 2. Trén thanh Ribbon, chon thé Home.
Buwéc 3.  Trong nhom Styles, nhap chuot 1én nGt Conditional

Formatting.
Buwoc 4.  Trong trinh don Conditional Formatting, chon Manage
Rules.

Buwdéc 5.  Trong hop thoai Conditional Formatting Rules Manager,
chon dinh dang ban muén sira.

Bwéc 6. Nhan nit Edit Rule dé ma hop thoai Edit Formatting Rule.

Buwéc 7. Diéu chinh céc tly chon diéu kién, sau d6 nhan nat Ok dé
xé&c nhan thay doi va dong hop thoai Edit Formatting Rule.

Buwéc8.  Dit lai ving duoc 4p dung dinh dang co diéu kién trong
cot Applies to (néu can).

Buwéc 9.  Nhin Ok dé xac nhan va thuc hién viéc dinh dang.
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< Dé x6a mot dinh dang cé diéu kign

Bwéc1.  Chon ving dit liéu ban can dinh dang.

Bwoc 2. Trén thanh Ribbon, chon thé Home.

Buwéc3.  Trong nhom Styles, nhap chuot 1én nGt Conditional
Formatting.

Buwoc 4.  Trong trinh don Conditional Formatting, chon Manage
Rules.

Buwdéc 5. Trong hop thoai Conditional Formatting Rules Manager,
chon dinh dang ban muén xéa.

Buwéc 6. Nhin nit Delete Rule dé xo6a dinh dang.

Bwée 7. Nhan Ok dé xac nhan viéc xo6a dinh dang va déng hop
thoai Conditional Formatting Rules Manager.

1.2.3. Thao tac lwa chen cho cong thirc

Theo mac dinh, Excel s& ty dong tinh toan cac cdng thac trong bang

tinh khi ban ma bang tinh hodc thay doi bat ky thanh phan nao phu thudc cong thuc.
Néu bang tinh cua ban 16n, véi nhiéu cdng thire lién quan véi nhau, viéc tinh toan nay
c6 thé 1am mat thoi gian doi khi 1én dén vai pht.

Trong khi cac cong thic dang duoc tinh lai, con tré chudt s& ¢ ché do

chd, ban khdng thé thuc hién bét cir diéu gi 1am thay doi bang tinh.

C6 thé ban mudn tam thoi tat viéc tu dong tinh toan dé tiét kiém thoi

gian cho dén khi ban hoan thanh viéc nhap va thay ddi cac cdng thirc trong bang tinh?
Viéc nay rat dé dang, va day la cach thyc hién.

Trong ctra s6 Excel > Tab File > Options > Formulas >

Calculation Options

Excel Options ?

General
Formulas
Proofing
Save
Language
Advanced

Customize Ribbon

-
|_;& Change options related to formula calculation, performance, and error handling.

Calculation options

Workbook Calculation [] Enable jterative calculation
® Automatic

-

Maximurn lterations: | 100 =

() Automnatic except for data tables )
- Maximum Change: | 0.001
) Manual

| Recalculate workbook before saving

Trong hop thoai di chuyén xudng tiy chon tinh toan (Calculation

Options), chon Manual dé ngan chin viéc ty dong tinh cac cong thicc mdi khi ban thay
d6i gié tri c6 lién quan.
Sau day la danh sach xac dinh cac tiy chon co san:

@ 0812 114 345 | & tinhocsaoviet.com Trang 33




Trung Tam Tin Hoc Sao Viét 90/47 Bdng Khaoi, Tan Phong, Bién Hoa

e  Automatic: Tinh tit ca cac cong thirc phu thudc va cap nhat mé rong hoic

nhang vao biéu dd6 mdi khi ban thay d6i mot gié tri, mot céng thic hoic mot tén.
Day la thiét 1ap mic dinh cho mdi bang tinh méi.

e  Automatic Except for Data Tables: Tinh tit ca cac cong thirc phu thudc
va cap nhat mé rong hoic nhing vao biéu dd, ngoai trir viéc tinh todn cac bang dit
licu. Khi kich hoat tlly chon nay, cac bang di liéu s& duoc tinh toén lai khi ban nhap
vao nat 1énh CalculateNow ¢ thanh cong thic trén Ribbon, hoic nhin F9 trong bang
tinh.

e  Manual: Tinh cac bang tinh va cap nhat m rong hoic nhing vao biéu do
chi khi nao ban nhap vao nat 1énh Calculate Now & thanh cdng thirc trén Ribbon,
hoac nhan F9 hoic t6 hop phim "Ctrl + =" trong bang tinh.

e Recalculate Workbook before Saving: Tinh bang tinh mo rong va cap
nhat bd sung hoic cac biéu d6 duoc nhing vao trudce khi ban luu ching. Néu khong

mudn cap nhat cac cong thirc va biéu d6 phu thuoc mdi khi luu, ban tit tdy chon
nay.
e Enable Iterative Calculation: Kich hoat tly chon nay dé ban thiét lap
hai tinh ndng sau:
- Lap lqi téi da (Maximum Iterations): Thiét 1ap so lan toi da mot bang tinh
duoc tinh todn lai mdi khi ban thuc hién viéc tim kiém hoic giai quyét cac
tai liéu tham khao (mac dinh la 100).
- Thay d6i t6i da (Maximum Change): Thiét 1ap s6 luong thay doi toi da cac
gia tri trong mdi lan lap (mac dinh 0,001).

1.2.4. Coéng thitc théng ké
1.1.1.1.  Ham SUMIF va SUMIFS
Ham SUMIF cho phép ban tinh tong theo mot diéu kién nao d6 trong
mot vang di ligu.
Cu phap:

[ =SUMIF( viing chira diéu kién, diéu kién, vung tinh téng) ]

Vi du: Tinh tong tién theo ting loai phong?
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BAO CAO DOANH THU PHONG

LOAI Gj,q Fﬁ:ﬁ TII?N TONG DOANH THU THEO
PHONG PHONG THU PHONG LOAI PHONG
A 120,000 30,000 | 6,468,000 |L.PHONG A B C
B 60,000 20,000 | 2,106,000 | TONG TIEN ? ? ?
A 120,000 30,000 | 9,996,000
B 90,000 20,000 | 1,296,000
C 40,000 10,000 300,000
A 120,000 30,000 | 1,617,000
B 60,000 20,000 | 1,560,000
A 120,000 30,000 | 1,050,000
B 90,000 20,000 660,000
C 60,000 10,000 350,000

Dua theo diéu kién d¢ bai ta sir dung cong thire SUMIF dé tinh:

BAO CAO DOANH THU PHONG
LC_I.EI G_ih F?I'Iltl TI_EN TONG DOANH '!'HU THEO
PHONG PHONG THU PHONG LOAI PHONG
A 120,000 30,000 | 6,468,000 |LPHONG A B c
B 60,000 20,000 | 2.106,000 | TONG TIEN |-sumlﬂ5ﬂ.$4 $A$13,"A" SHS4:SHS13)
A 120,000 30,000 | 9,996 000
B 20,000 20,000 | 1,286,000
c 40,000 10,000 300,000
A 120,000 30,000 | 1,617,000
B 60,000 20,000 | 1,560,000
A 120,000 30,000 | 1,050,000
B 90,000 20,000 560,000
c 50,000 10,000 350,000 |

© Ving chira diéu kien ( $A$4:$3A$13) : vi dé bai yéu cau tinh tong tién
theo phong = Loai phong chinh 1a diéu kién > Quét ving dit liéu cot Loai phong.

@® Didu kien trong vung (1), ta dang tinh téng tién cua Loai phong 1a A

nén diéu kién 1a “A” . Trong di sb thtr hai nay, ban c6 thé sir dung nhiéu cach

khac nhau.

Ban c6 thé gd lai diéu kién can va diéu kién duoc dit trong
cap dau nhay kép.

Hoic ban c6 thé click tro chudt vao 6 dit liéu chira diéu kién
va nhé ¢ dinh 6 dit liéu do.

L.PHONG

[ A

| B

c

TONG TIEN | =sumif($A$4:$A$13,3J$4,$HS4:$H$13)|
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Véi ham SUMIF ban ¢ thé tinh tong theo diéu kién dé bai yéu cau,
nhung néu dé bai dit ra nhiéu diéu kién thi ham SUMIF chua thé giai quyét duogc. Vi
vay Excel da hd trg cho chiing ta mot ham SUMIFS.
Cu phép:

[ =SUMIFS(vuing tinh téng, viing diéu kién 1, diéu kién1, vang diéu kién 2, diéu kién2,...) ]

Vi du: Tinh téng tién theo loai phong va c6 s6 ngudi 16n hon 2.

BAO CAO DOANH THU PHONG
LOAI $0 TIEN TONG DOANH THU THEO

PHONG |NGUOI| PHONG LOAI PHONG

A 2> | 6468000|LPHONG | A | B c

B 1| 2106,000 | TONG TIEN |=SUMIFS($H$4:$H$13,$A$4:5A513,"A" $ES4:SE$13,">2")

A > | 9.996,000

B 3| 1,296,000

c 1 300,000

A 4 | 1617,000

B 1 1,560,000

A 3 | 1,050,000

B 2 660,000

c 4 350,000

Tuong tu ham tinh tong theo diéu kién ta c6 cac ham thong ké theo diéu kién :
- Pém theo diéu kién: Countif, Counifs
Cu phap:

=COUNTIF(Ving didu ki¢n, didu ki¢gn) |

\ =COUNTIFS(Vung diéu kién 1, diéu kién 1, Vung diéu kién 2, diéu kién 2, ....) \

- Tinh trung binh theo diéu kién: Averageif, Averageifs
Cu phap:

' = AVERAGEIF (Viing didu kién, didu kién, viing cin tinh) |

ving diéu Kién 2, diéu kién 2, ....)

£ = AVERAGEIFS( Vung cin tinh,viing diéu kién 1, diéu kién 1, }

+ Cac nhom ham théng ké
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Cu phéap

Y nghia

AVEDEV (numberl, number2, ...)

Tinh trung binh d6 léch tuyét d6i cac diém dit
liéu theo trung binh cta ching. Thuong dung
1am thudce do vé sy bién doi cua tap sé liéu.
VD: AVEDEV(2,4,6) - 1.333333

AVERAGE (numberl, number2,
)

Tinh trung binh cong
VD: AVERAGE(2,4,6) = 4

AVERAGEA (numberl, number2,
")

Tinh trung binh cong cua cac gia tri, bao gom ca

nhiing giéa tri logic.

VD: AVERAGEA(2,3,“true”,4) > 2.5
AVERAGEA(2,3,“not true”,4) = 2.25

AVERAGEIF (range, criterial)

Tinh trung binh cong cua cac gia tri trong mot
mang theo mot diéu kién.
VD: Xem chi tiét ¢ phia trén.

AVERAGEIFS (range, criterial,
criteriaz, ...)

Tinh trung binh cong cua cac gia tri trong mot
mang theo nhiéu diéu kién
VD: Xem chi tiét ¢ phia trén.

COUNT (valuel, value?, ...)

Pém 6 chira gia tri so trong danh sach.
VD: COUNT(2,3,“true”,4) > 3

COUNTA (valuel, value?, ...)

Pém s6 6 co chia gia tri (khdng rdng) trong
danh sach
VD: COUNTA(2,3,“true”,4) > 4

COUNTBLANK (range)

DPém cac 6 rong trong mot vaing.
VD: COUNTBLANK (A2:A20)

COUNTIF (range, criteria)

DPém s6 6 thoa mét diéu kién cho trudc bén trong
mot day
VD: Xem chi tiét ¢ phia trén.

COUNTIFS (rangel, criterial,

range2, criteria2, ...)

Dém s6 6 thoa nhiéu diéu kién cho truée.
VD: Xem chi tiét ¢ phia trén.

DEVSQ (numberl, number2, ...)

Tinh binh phuong d¢ léch cac diém di liéu tir
trung binh mau cua ching, rdi cong céc binh
phuong do lai.

VD: DEVSQ (2,3,4,5) > 5

FREQUENCY (data_array,
bins_array)

Tinh xem c06 bao nhiéu gia tri thuwong xuyén
Xuat hién bén trong mot day gia tri, roi tra vé
mot mang ding cac s. Ludn st dung ham nay
¢ dang cong thuc mang.

GEOMEAN (numberl, number2,
")

Tra vé trung binh nhan ciia mot day cac s6

duong. Thuong dung dé tinh mic tang truong
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Cu phéap

Y nghia

trung binh, trong d6 13i kép c6 cac 1ai bién doi

duoc cho trude...

HARMEAN (numberl, number2,
")

Tra vé trung binh diéu hoa (nghich dao cua
trung binh cong) caa cac sé

KURT (numberl, number2, ...)

Tinh d6 nhon cua tap sé liéu, biéu thi mac nhon
hay muc phang teong d6i cia mot phan bd so
véi phan bd chuan

LARGE (array, k)

Tra vé gia tri 16n nhat thir k trong mot tap s liéu

MAX (numberl, number2, ...)

Tra vé gia tri 16n nhat ciia mot tap gia tri

MAXA (numberl, number2, ...)

Tra vé gia tri 16n nhat cua mot tap gia tri, bao
goém ca céc gia tri logic va text

MEDIAN (numberl, number2, ...)

Tinh trung binh vi cua cac so.

MIN (numberl, number2, ...)

Tra vé gia tri nho nhat cua mot tap gia tri

MINA (numberl, number2, ...)

Tra vé gia tri nho nhat cua mot tap gia tri, bao
gom ca céc gia tri logic va text

MODE (numberl, number2, ...)

Tra vé gia tri xuat hién nhiéu nhat trong maot
mang gia tri

PERCENTILE (array, k)

Tim phén vi thir k cta cac gia tri trong mot mang
dir liéu

PERCENTRANK (array, X,
significance)

Tra vé thir hang (vi tri twong d6i) cua mot tri
trong mot mang dir liéu, 12 s6 phan trim cua
mang dir ligu do

PERMUT (number,
number_chosen)

Tra vé hoan vi cua cac d6i tuong

QUARTILE (array, quart)

Tinh diém t& phan vi cua tap dir liéu. Thudng
duoc dung trong khao st dir liéu dé chia céc tap
hop thanh nhiéu nhom. ..

RANK (number, ref, order)

Tinh thi hang caa mot s6 trong danh sach céac
sb

SKEW (numberl, number2, ...)

Tra vé do léch caa phan phoi, mo ta do khéng
dbi xtrng cuia phan phéi quanh tri trung binh cua
no

SMALL (array, k)

Tra vé gia tri nho nhat thir k trong mot tap so

STDEV (numberl, number2, ...)

Udc lugng d6 léch chuan trén co sé mau

STDEVA (valuel, value?, ...)

Udc lugng d6 léch chuan trén co sé mau, bao
gom ca nhiing gia tri logic

STDEVP (numberl, number2, ...)

Tinh d6 léch chuan theo toan thé tap hop
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Cua phap Y nghia

Tinh @6 Iéch chuan theo toan thé tap hop, ké ca
chir va céc gia tri logic

VAR (numberl, number2, ...) Tra vé phuong sai dua trén mau

Tra vé phuong sai dya trén mau, bao gom ca céc
tri logic va text

VARP (numberl, number2, ...) Tra vé phuong sai dua trén toan thé tap hop
Tra vé phuong sai dya trén toan thé tap hop, bao
goém ca céc tri logic va text.

Tinh trung binh phan trong ciia mot tap dit liéu,
TRIMMEAN (array, percent) bang cach loai ty 1¢ phan trim cta cac diém di
liu & dau va & cudi tap dit liéu.

STDEVPA (valuel, value2, ...)

VARA (valuel, value2, ...)

VARPA (valuel, value2, ...)

1.2.5. Cong thac mang

Mot trong nhiing tinh niang doc dao va manh mé& nhat caa Excel chinh
la kha ning tinh toan vé&i cac mang dit liéu trong cong thizc. Khi hiéu rd duoc khai
niém nay sé gilp chang ta tao ra dugc cac cong thic thuc hién cac phép tinh kho mét
cach ky diéu. Bai viét nay s& gigi thiéu cac khai niém vé cac mang sé liéu ma bat ky
ai néu mudn trg thanh chuyén gia sir dung cong thirc trong Excel déu phai biét vé no,
ngoai ra trong bai ciing trinh bay c4c vi du vé cong thicc mang rat hixu ich.

Cong thirc mang khdng can luu trix cac s6 liéu trong qua trinh tinh toan
trong céc 0 (cell), ma Excel s& xt ly cac mang sé liéu nay trong bo nhg may tinh. Sau
d6 cac cong thirc mang sé lay két qua tinh toan tra vé trén bang tinh. Mot cong thuc
mang c6 thé tra vé két qua 1a nhiéu 6 (range) hay chi mot 6.

Khi thuc hién tinh toan bang cong thirc mang thi céng thie duoc bao boc
boi hai ddu ngoac {}. Hai diu ngoic nay nguoi dung khong g ma duoc ty phat sinh
khi nguoi ding thuc hién tinh toan bang cach nhan t6 hop phim Ctrl+Shift+Enter.
Néu ban thuc hién tinh toan hoic stra chita ma quén nhan t6 hop phim trén thi céng
thirc ctia ban sé tra vé gia tri khong diing hay thong bao 15i #VALUE! Error.

+ Cong thirc mang tra két qua vé mat vang nhiéu 6

Vi du ta tinh cot Thanh Tién, tai 6 F2 ta nhap vao cong thiac: =D2*E2

va sau d6 chép xudng F3:F7.
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P A C D E F
MA S0 DPON THANH
STT! yang |PYONG | Gia TIEN

(Tan)
X001 | 10 | $200
TO03 | 20 | $100
Co002 | 15 | $300
G001 | 20 $400
N0O03 9 $300
6 | S001 | 25 | $300

Pé tinh cho cot Thanh Tién ¢ day chung ta dung téi sau cong thuc.
Ngoai cach nay chiing ta cd thé ding mot céng thirc mang dé tinh ra két qua cho ca cot
Thanh Tién va luu két qua tra vé tai F2:F7.

Dé tao mot cong thirc mang tinh toan cho trudng hop nay hdy lam theo

~ @ | (W M| =
O (W[

cac budc sau

> Chon viing céc 6 s& luu két qua tra vé caa cdng thic mang, trong vi du
nay chon vung F2:F7.

» Nhap vao cong thic sau =D2:D7*E2:E7 (sau khi chon vung thi go
cbng thurc nay vao)

> Vi day 1a cong thc mang ban hdy nhan t56 hop phim
Ctrl+Shift+Enter dé nhan két qua cong thirc tra vé. (Cong thirc thong
thuong thi chi can Enter)

Al D” | E | 3 A F2 - fe
SO s A D E F
1 (Tén) STT|LUONG | .« TIEN
[ 1] 10 | 3200 |=D2:D77E2:E7 - AT $200 | $2,000
32| 20 | $100 3 2| 20 | $100 | $2,000
4 3| 15 [ $300 4 3| 15 | $300 | $4,500
5 4| 20 | $400 5 4| 20 | $400 | $8,000
6 5 9 $300 6 5 9 $300 | $2,700
il 6 25 $300 71| 6 25 $300 | $7.500

% Sir dung cong thirc mang thay cho cong thize don cé mét sé wu diém nhue:
= L4 cach tinh toan dam bao sy chinh xéac vé két qua (tranh trudng hop vo tinh
sao chép sai cong thirc do chay dia chi tham chiéu)
= Dung cdng thicc mang tranh duoc viéc vo tinh xo4 hay lam thay doi cong
thirc trong mot 6 nao d6 cua vung cong thircc mang. Vi cong thiuc mang
khong cho phép xoa, stra chira mét 6 trong vung cong thirc mang.
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= Dung cbng thirc mang s€ gitp tranh truong hop nguoi chua thanh thao Excel
lam x&o tron cac cong thirc caa ban.
4 CoOng thircc mang tra két qua vé mét 6

Vi du 1: Ban can tinh tong s ky tu cia mot ddy cac chudi Loai Hang,
thong thuong thi ban s& tinh sb ky tu cua tirng chudi, roi sau dé s& ding Sum tinh tong
do.

Dé thay thé cho hai cong viéc trén ta sé dung cong thirc mang dé tinh. Tai
6 can tinh ta nhap cong thic:

=Sum(Len(B2:B1))

Va dé két thic cong thirc mang ban nhin t6 hop phim Ctrl + Shift +

Enter

LOAI
HANG
Tu lanh =SUM[LEN[BZ:B13]]|
Pau Video
Ampli
Cassette
Radio
Photocopy
Mainboard
Bia citng
Pia maxcell

STT

Téng s6 ky tu:

R e (R I O 6 B R I T

Ram
keyboard
_Mnuse

[
=]

[y
]

Hinh 2.2.36

Vi du 1: Tinh téng cé diéu kién
Ban can tinh Tong Tién theo Loai Hang véi S6 Luong >=200. Ta tinh
Téng tién mat hang Ta Lanh theo diéu kién:

A = C“ O E |5 L] H | J 4
LOAI 50 BON | THANH
L2 |  HANG LI'ONG | GIA TIEN e
1 | Tii lanh 240 [1205 [28,800S |=SUM(IF((B2:B13="Tii lanh")*((2:C13>=2 09),E2:E 13,0))|
2 Radio 230 14§ 3,220 %
3 Ampli 126 1005 12,6005 J
4 Cassette 250 505 12,500 5 " -
5 Radio 300 145 42008 Digu kien Diéu kién
6 Ampli 200 1005 |20,000 % thir nhii thic hai
7 Tii lanh 150 1205 18,000 %
8 Cassette 220 505 11,000 5
9 Ampli 180 1005  |18,000 % — —— - -
10 Ampli 222 1005 22,200 % Dau ker 2 dieu Kign Vung finh
11 Radio 310 145 4,340 % d‘a“ng thai ﬁ}lg
12 |Cassette 300 J148 4,200 %
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Cong thirc mang ¢ day dung ham IF dé kiém tra ting 6 mot trong day.
Sau dé nd tao ra mot mang méi gdm céc gia tri thoa man diéu kién, va mang méi nay
duoc chuyén sang ham SUM dé tinh téng can tim.

- Trong c6ng thirc mang néu c6 nhiéu diéu kién thi néu cac diéu kién
dong thoi (toan tir AND ) thi ban ding dau “*” dé két cac diéu kién.

- Vanéu cac diéu kién khong dong thai ( hodc diéu kién nay, hoic
diéu kién khéc ) thi ban ding dau “+” dé két cac diéu kién.

Vi du 2: Tim gia tri lén nhdt, nhé nhat
Ban can tim Thanh Tién nho nhét cta Loai Hang 1a Ampli, thi ban c6 thé
sir dung cong thirc mang nhu sau:

LOAI S0 DON | THANH

5 - - Thianh tién nhé nhit

HANG LIFOYNG GIA TIEN
Tilanh  [240 1205 |28,8005 | Ampli |=MIN(IF($B$2:5B$13="Ampli",SE$2:SE$13,"™))|
Radio 230 14 § 3,220 % -
Ampli 126 1005 [12,600%
Cassette 250 50 % 12,500 % \
Radio 200 14§ 4,200 %
Ampli 200 100s |20,000s | /= |{=MIN(IF(SBS2:5B513="Ampli",SES2:5E513,""))}
Tu lanh 150 1208 |18,000% 0 E E | o
Cassette 220 50% 11,000 % A
Ampli 180 1005 |18,0005 |, EGEI? T?;%:IH Thanh tién nho nhat
Ampli 222 100§ |22,200§
Radio 310 145 [434058 120% (28,800% Ampli 12,600 $
Cassette 300 14 % 4,200 % J a

Tim gi4 tri 16n nhit twong tu, vi du ban can tim sé luong 16n nhat cua
Loai Hang la Cassette :

={MAX(IF($B$2:$B$13=""Cassette $C$2:$C$13."""N}

+ M@t s6 khai niém thém vé Mang trong Excel

Néu ban d ting Iap trinh trén bat ky ngdn ngir lap trinh nao thi chic ban
cling da nghe dén khai niém mang (array). Mot array don thuan chi la mot tap hop
c4c phan tir c6 quan hé hay doc 1ap vai nhau. Trong Excel, mot array ¢ thé la array mot
chiéu hoac array hai chiéu. Chiéu cua array ¢ day chinh 1a chi cac dong va cot trong
array. Vi du nhu array mot chiéu thi c¢é thé hiéu d6 1a mot ving (range) so liéu trén
bang tinh ma viing nay sé ¢ mot dong (khi array nam ngang) hoic mot cot (array nam
doc). Mot array hai chiéu c6 thé hiéu d6 1a mot ving s6 liéu trén bang tinh (c6 dang
hinh chit nhat) bao gdm nhiéu dong va nhiéu cot. Excel khdng hd trg array 3-chiéu
(VBA thi hd tro).

< Mdng mét chiéu
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Ta c6 thé xem mang mét chiéu 1a mot hang ( mang ngang ) hay mot cot
( mang doc ). Céc phan ti trong mang mot chiéu ( mang ngang dwgc cach nhau bang
mét dau phay, va trong mang doc duogc cach bai dau cham phay.
Vi du:
- Mang ngang: ={2,4,6,8,10}
- Mang doc: ={1;3;5;7;9}
- Mang chudi: ={"Mon";"Tue";"Wed";"Thu";"Fri";"Sat";"Sun"}
Dé nhap céc gia trj trong mang ta chon ving, va gd cong thic mang, két
thic cong thirc phai nhan té hop phim Ctrl + Shift + Enter.

.ﬁ-’ {:{IIMGnII;IITUEII:IIWEdII:IIThuII:IIFriII:IISatII:IISunII}}
C D E F & H
2 4 6 ‘ 8 | 10 ‘

Mon

Tue
Wed

(=T N [ O T T

Luu y: Néu céc phan tir trong mang 1a 5 ma ta quét chon 7 6 dé nhap thi
0 thir 6 va thir 7 s& hién thi 16i #NA.
fe | 1={2,4,6,8,10}}
D E 5 G H | J
2 4 6 8 10 #N/A | #N/A M

Dé chuyén mang ngang thanh mang doc va nguoc lai ban st dung ham:
TRANSPOSE.
Vi du: Ban chuyén mang chudi doc phia trén thanh mang ngang:
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fe | {=TRANSPOSE|C2:C8)}
c | o | E [ ¥ [ 6 | H [ v T b | K |

Mon Mon Tue Wed Thu Fri Sat Sun

Tue
Wed
Thu

Fri

Sat

Sun

1.2.6. Sir dung cac ham xay dung sin
Ham dung dé tinh todn va tra vé mot gia tri, trong 6 chira ham sé& tra vé mot
gia tri, mot chudi ky tu hoic mot thdng bao 13i, ... Excel c6 mot tap hop cac ham rat
phong phu va duoc phan loai theo tirng Group phuc vu cho viéc tinh toan trén nhiéu
kiéu dit liéu va nhiéu muc dich khac nhau.
HOME  INSERT  PAGELAYOUT = FORMULAS | DATA  REVIEW

A2 A E-ESE R

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function 2 Used - 2 2 = Time~ Reference~ Trig~ Functions -

Function Library

1.2.7. Cac ham vé chubi

Cu phép Y nghia
Chuyén d6i mot ma so6 trong bdo ma ANSI (c6 mién gia
CHAR (number) tri tir 1 - 255) sang ky tu twong tng.
VD: Char(169) > ©
CLEAN (text) Loai bo tat ca nhirng ky tu khong in ra duoc trong chudi

Tra vé ma s6 cua ky tu dau tién chudi text

VD: CODE("A") > 65

N6i nhiéu chudi thanh mot chudi.

VD: =CONCATENATE("Pai hoc Céng nghé"," Xuat
Sic™) = Pai hoc Cong nghé Xuat Sic

Chuyén do6i mot sé thanh dang tién té (dollar My), c6
DOLLAR (number, kém theo ddu phan cach hang ngan, va co thé 1am tron
decimals) theo y mudn.

VD: =DOLLAR(20000,0) - $20,000

CODE (text)

CONCATENATE
(textl, text2, ...)
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Cu phap

Y nghia

EXACT (textl, text2)

So sanh hai chudi. Néu gidng nhau thi tra vé TRUE,
néu khéc nhau thi tra vé FALSE. C6 phan biét chit hoa
va chir thuong.

VD: =EXACT("Dong Nai","DONG NAI") > FALSE

FIND (find_text,
within_text, start_num)

Tim vi tri bat dau caa mot chudi con (find_text) trong
mét chudi (within_text), tinh theo ky tu dau tién.

VD: =FIND("n","Dai hoc Céng nghé Xuat Sic",1) >
11

FIXED (number,
decimals, no_commas)

Chuyén ddi mét s6 thanh dang vin ban (text), c6 hoic
khong kém theo diu phan cach hang ngan, va co thé
lam tron theo y mudn.

VD: =FIXED(12345.78,1,0) > 12,345.8

LEFT (text, num_chars)

Tra vé mot hay nhiéu ky tu dau tién bén trai caa mot
chudi, theo s lwong duoc chi dinh.
VD: =LEFT("Pai hoc Cong nghé Xuat Sac",7)

- bai hoc

LEN (text)

Dém sb ky tu trong mot chudi.
VD: =LEN("Pai hoc Céng nghé Bong Nai") > 26

LOWER (text)

Doi tat ca cac ky tu trong mot chudi van ban thanh chix
thuong.

VD: =LOWER("PAl HOC CONG NGHE XUAT
SAC")

- dai hoc cong nghé xuat sac

MID (text, start_num,
num_chars)

Tra vé mot hodc nhiéu ky tu lién tiép bén trong mot
chudi, bat dau tai mot vi tri cho trudc.
VD: =MID("PAI HOC CONG NGHE XUAT
SAC"5,3)

- HOC

PROPER (text)

Doi ky tu dau tién trong chudi thanh chit in hoa, va doi
cac ky tu con lai thanh chir in thuong.
VD: = PROPER("PAI HOC CONG NGHE XUAT
SAC")

- Pai Hoc Cong Nghé Xuit Sic

REPLACE (old_text,
start_num, num_chars,
new_text)

Thay thé mot phan cua chudi bang mot chudi khac, véi
sb lugng cac ky tu duoc chi dinh.

VD: =REPLACE("KHOA CONG NGHE THONG
TIN",6,9,"CN") > KHOA CN THONG TIN

REPT (text, times)

Lap lai mot chudi vaéi so lan duge cho trudc.
VD: =REPT("*CNTT*",3) >
*CNTT**CNTT**CNTT*

@ 0812 114 345 | & tinhocsaoviet.com

Trang 45



Trung Tam Tin Hoc Sao Viét

90/47 Bdng Khaoi, Tan Phong, Bién Hoa

Cu phap Y nghia
Tra vé mot hay nhiéu ky ty tinh tir bén phai caa mot
chudi, theo s lwong duoc chi dinh.
RIGHT (text, VD: =RIGHT("KHOA CONG NGHE THONG
num_chars) "
TIN",9)
-> THONG TIN

SEARCH (find_text,
within_text, start_num)

Tim vi tri bit dau caa mot chudi con (find_text) trong
mét chudi(within_text), tinh theo ky tu dau tién.
VD: =SEARCH(""ngh¢","Cong nghé thong tin",1) > 6

TEXT (value,
format_text)

Chuyén d6i mét s6 thanh dang van ban (text) theo dinh
dang duoc chi dinh.
VD: =TEXT(37,"#0C") = 370C (37 d6 C)

TRIM (text)

X0a tat ca nhirng khoang trang vo ich trong chudi vin
ban, chi chira lai nhitng khoang tring nao ding lam dau
cach gitra hai chi.
VD: =TRIM("Khoa Cb6ng nghé Thong Tin")

- Khoa Cong nghé Théng Tin

UPPER (text)

Daoi tat ca cac ky tu trong chudi thanh chi in hoa.
VD: =UPPER("Pai hoc Cong nghé Xuat Sic")
> DAl HOC CONG NGHE XUAT SAC

VALUE (text)

Chuyén maot chudi thanh mét so.
VD: =VALUE(RIGHT("A3500"4)) > 3,500

1.2.8. Cac ham ngay va gio (Date & Time)

Cu phap

Y nghia

DATE (year, month,
day)

Tra vé céac so thé hién mot ngay cu thé nao do. Néu dinh
dang cta 6 1a General trude khi ham dugc nhap vao, két
qua s& duoc thé hién ¢ dang ngay thang nam.

VD: =DATE(2013,12,24) - 24/12/2013

DATEVALUE
(date_text)

Tra vé so6 tuan ty ciia ngay duogc thé hién boi date_text
(chuyén d6i mot chudi vin ban ¢ dang ngay thang nim
thanh mot gia tri ngay thang ndm c6 thé tinh toan duoc).
VD: =DATEVALUE("02/09/13") - 41519

DAY (serial_number)

Tra vé phan ngay ctia mot gia tri ngay thang, duoc dai
dién boi s6 tuan ty. Két qua tra vé 1a mot s6 nguyén tir 1
dén 31.

VD: =DAY ("30/04/13") - 30
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Cu phéap

Y nghia

DAYS360 (start_date,
end_date, method)

Tra vé s6 ngay gitra hai ngay dua trén co sé mot nam cod

360 ngay (12 thang, mdi thang ¢ 30 ngay) dé ding cho

cac tinh toan tai chinh.

VD: =DAYS360("01/04/2013", "31/5/2013")-> 60
=DAYS360("01/04/2013", "31/5/2013", TRUE) >

59

EDATE (start_date,
months)

Tra vé sb tuan ty thé hién mot ngay nao dé tinh tir moc
thoi gian cho trudc va cach moc thoi gian nay mot sd
thang duoc chi dinh.

VD: =EDATE("16/08/13",7) - 16/03/2014

EOMONTH (start_date,

months)

Tra vé sb tuan tu thé hién ngay cudi cuing cua mot thang
nao dé tinh tir mc thoi gian cho trudc va cach méc thoi
gian nay mat s6 thang duoc chi dinh.

VD: =EOMONTH("30/04/13",1) > 31/05/2013

HOUR (serial_number)

Tra vé phan gid cuia mot gia tri thoi gian. Két qua tra vé
la mot s6 nguyén tir 0 d¢én 23.
VD: =HOUR("3:30:20 PM") - 15

MINUTE
(serial_number)

Tra vé phan phat caa mot gia tri thoi gian. Két qua tra
vé 12 mot s6 nguyén tir 0 dén 59.
VD: =MINUTE("1:30:20 PM™) - 30

MONTH
(serial_number)

Tra vé phan thang cia mot gia tri ngay thang, duoc dai
dién boi s6 tuan ty. Két qua tra vé 1a mot s6 nguyeén tir 1
dén 12.

VD: =MONTH("30/04/13") > 4

NETWORKDAYS
(start_date, end_date,
holidays)

Tra vé tat ca s6 ngay lam viéc trong mot khoang thoi
gian gitra start_date va end_date, khéng ké cac ngay
cudi tuan va cac ngay nghi (holidays).

VD: = NETWORKDAYS("01/02/13", *15/05/13",
£"30/04/13","01/5/13"}) > 72

Tra vé s6 tuan ty thé hién ngay gio hién tai. Néu dinh
dang cua 6 13 General tru6e khi ham duoc nhap vao, két

NOW () qua s& duoc thé hién ¢ dang ngay thang nam va gio phit
giay.
VD: NOW/()

SECOND Tra vé phan gidy cta mot gia tri thoi gian. Két qua tra

(serial_number)

vé 1a mot s nguyén tir 0 dén 59.
VD: = SECOND (*1:30:20 PM™) = 20

TIME (hour, minute,
second)

Tra vé phan thap phan caa mot gia tri thoi gian (tir 0 dén
nho hon 1). Néu dinh dang cua 6 1a General truéc khi
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Cu phéap Y nghia

ham dugc nhap vao, két qua s& dugc thé hién & dang gio
phut giay.

VD: =TIME(16,35,40) - 4:35:40 PM

Tra vé phan thap phan caa mot gia tri thoi gian (tir 0 dén
TIMEVALUE nho hon 1) thé hién bai time_text(chuyén d6i mot chudi
van ban c6 dang thoi gian thanh moét gia tri thoi gian co

(time_text) thé tinh toan duoc).
VD: =TIMEVALUE("25:45") - 1:45:00 AM
Tra vé s6 tuan tu thé hién ngay thang hién tai. Néu dinh
TODAY () dar:lg ~Cua ola Glen_eAralqtruoc khl‘ham ,duocvn hap vao, két
qua s€ duoc the hién ¢ dang ngay thang nam.
VD: =TODAY ()
WEEKDAY Tra vé thir trong tudn twong g Vi ngay dugc cung
(serial_number, cap. Két qua tra vé 1a mot sb nguyén tir 1 dén 7.
return_type) VD: =WEEKDAY ("24/12/2013") - 3
WEEKNUM

Tra vé mot s6 cho biét tuan thir may trong nam.

(serial_number,
VD: =WEEKNUM("16/02/2013") > 7

return_type)

Tra vé mot s tuan ty thé hién s6 ngay 1am viéc, cé thé

1a trudc hay sau ngay bat dau lam viéc va trir di nhitng

WORKDAY (start_day, | ngay cuéi tuan va ngay nghi (néu cd) trong khoang thoi

days, holidays) gian do.

VD: = WORKDAY ("01/04/13",30,{"30/04/13","01/05/2013"})
- 15/05/2013

Tra vé phan nim cua mot gia tri ngay thang, duoc dai

dién bai sb tuan tu. Két qua tra vé 1a mot sé nguyén tir

1900 dén 9999,

VD: = YEAR ("30/04/13") - 2013

YEARFRAC Tra vé ty 16 cua mot khoang thoi gian trong mot nam.
(start_date, end_date, VD: =YEARFRAC("01/01/2013","30/06/2013") ->
basis) 50%

YEAR (serial_number)

1.2.9. C&c ham tim kiém (Lookup & Reference)

1.1.1.2. Ham VLOOKUP
- Chite ning : Tim gia tri lookup_value trong cot trai nhat cua bang
table_array theo chuan do tim range_lookup, tra vé tri twong Gng trong cot thir
col_index_num (néu tim thay).
Cu phép:
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VLOOKUP(lookup_value, Table_array, col_index_num, range_lookup)

- range_lookup = 1: Tim twong ddi, danh sach cac gié tri do tim cua bang
Table_array phai sip xép theo thir tu ting dan. Néu tim khong thay s& tra vé gia tri
I6n nhat nhung nho hon lookup value.
- range_lookup = 0: Tim chinh xac, danh sach cac gia tri do tim cua bang
Table_array khong can sap xép thir tu. Néu tim khdng thay s& tra vé 15i #N/A.
Vi du:

A B C D
1 STT MA ‘ TEN KHOA ‘

AlCNTT]=VLO0KUPUHHHB&BAL$B$1&$C$1£2£ﬂ
A2KT
C1PD
AOCNTT
COBD
D1KT
C1DD
9 8 |AICNTT

o
s B = L2 R P LR S L

10 Bang tra

11 Ma Tén Khoa

12 CNTT Khoa Céng nghé Théng tin
13 BD Khoa Bigu Duéng

14 KT Khoa K& Toan

1.1.1.3. Ham HLOOKUP
- Chae niing : Tim gia tri lookup_value trong dong trén cung cua bang
table_array theo chuan do tim range_lookup, tra vé tri twong ttng trong dong thir
row_index_num (néu tim thay).
Cu phép:

HLOOKUP(lookup_value, Table_array, row_index_num, range_lookup)

+ Y nghia cua cac dbi s6 cua ham Hlookup tuong ti nhu ham
Vlookup
Vi du:
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A B B O E
, STT| MA | TEN KHOA |
AICNTT |=HLOOKUP(MID(B2,3,4)$C511:$E512,2,0)

1

2 |AZKT
3 |C1BD
4 |AOCNTT
3

6

7

dw L3 [P

th

CODD
D1KT
C1bD
8 |AICNTT

10 Bang tra L
» Ma CNTT pD KT

12 Tén Khoa|Khoa Cong nghé Thong tin |Khoa Biéu Dwéng  |Khoa Ké Toan

L= I = T I = 1]

L m

1.1.1.4. Ham MATCH

- Chire niing: Ham tra vé vi tri caa lookup_value trong mang
lookup_array theo cach tim match_type

- Cuphap:

MATCH(lookup_value, lookup_array, match_type)

match_type = 1: Tim twong ddi, danh sach c4c gia tri do tim
cua bang Table_array phai sap xép theo thi ti tang dan. Néu tim
khong thay s& tra vé vi tri ciia gia tri 16n nhat nhung nhé hon
lookup_value.

match_type = 0: Tim chinh x&c, danh s&ch cac gia tri do tim
cua bang Table_array khong can sap xép tha tu. Néu tim khong thay s&
tra vé 181 #N/A.

match_type = -1: Tim twong d6i, danh sach phai sap xép céac
gia tri do tim cua bang Table_array theo thir tw giam dan. Néu tim
khong thay s& tra vé vi tri ciia gi tri nho nhat nhung 16n hon

lookup_value.
Vi du:
A B C_ |

1 [TH =MATCH(A3,A1-AS0) —» 3
2 |DT
3
4 |SH
5 DL

Hinh 2.2.45
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1.1.1.5. Ham INDEX
Chikc ning: tra vé gia trj trong 6 & hang thi row_num, cot thi
column_num trong mang array.
Cu phép:

INDEX(array, row_num, column_num)

Vi du:
| A ]- 2 | : i JL‘ F
(20wt [ 150 200 o0 ez 041 200
[4kvs | @] o 7
Hinh 2.2.46

1.2.10. Cac ham théng tin (ISfunction)

Cac ham thong tin ding dé kiém tra xem kiéu cia mot gia tri hay cua
mot 6 c6 thoa man mot diéu kién nao dé khong. Chang han: 6 dir liéu c6 phai l1a gié tri
s6 khong? C6 phai l1a chudi ky tu khdng?...

Céac ham thdng tin lubn tra vé mot trong hai gia tri TRUE hoiac FALSE.
Nhu vay cac ham nay c6 thé dap tng dugc trong cac truong hop ma c6 mot sé dit liéu
ngoai 1& trong mot bang di lidu can tinh toén.

ISERROR(value): tra vé gia tri TRUE néu value 1a mot 15i bat ky, nguoc
lai thi tra vé gia tri FALSE.

ISNA(value): tra vé gia tri TRUE néu value 1a 18i #N/A, nguoc lai thi tra
vé gié tri FALSE.

ISNUMBER(value): tra vé gia tri TRUE néu value 1a gia tri s6, nguoc lai
thi tra vé gia tri FALSE.

ISTEXT (value): tra vé gi4 tri TRUE néu value 1a mot chudi, nguoc lai thi
tra vé FALSE.

1.2.11. Cac ham Co sé dir liéu
Céac ham co sé dit liéu mang tinh chat théng ké nhitng mau tin trong
CSDL c6 truong thoa diéu kién caa ving tiéu chuan da duoc thiét lap trudc.
Cu phéap chung:

=Tén ham(database, field, criteria)

database: dia chi viing CSDL (Chon dia chi tuyét déi dé sao chép).

@ 0812 114 345 | & tinhocsaoviet.com Trang 51



Trung Tam Tin Hoc Sao Viét 90/47 Bdng Khaoi, Tan Phong, Bién Hoa
field: cot can tinh toan, field c6 thé 1a tén trudng, dia chi cua 6 tén field
hoic s6 thir tw cua trudng d6 (cot thir nhit cia ving CSDL da chon tinh 1a 1
va tang dan sang trai).
criteria: dia chi vang diéu kién.

Tén ham Y nghia va vi du

Tinh trung binh cdng céc gia tri trong cot
field ctia cac mau tin thoa diéu kién
criteria.
=DAVERAGE($A$1:$D$8,D1,F1:F2)

DAVERAGE(daTabase, field, criteria)

Tim trj I6n nhé:c trong cdt field cua cac
DMAX(daTabase, field, criteria) mau tin thoa diéu kién criteria.
=DMAX($A%$1:$D$8,D1,F1:F2)

Tim tri nho nhét trong cot field cta cac
DMIN(daTabase, field, criteria) mau tin thoa diéu kién criteria.
=DMIN($A$1:$D$8,D1,F1:F2)

Dém cac 6 kiéq s6 trong cot field cua cac
DCOUNT(daTabase, field, criteria) mau tin théa diéu kién criteria.
=DCOUNT($A$1:$D$8,D1,F1:F2)

Pém cac 6 khac r(:)r‘lg trong cot field cua
cac mau tin thoa diéu kién criteria.
=DCOUNTA($A$1:$D$8,D1,F1:F2)

DCOUNTA(daTabase, field, criteria)

1.2.12. Cac lénh xi ly dir li¢u
1.1.1.6. Loc dix liéu ty dong (AutoFilter).

Chire ning: Lénh Tab Data>Group Sort & Filter>Filter dung dé
loc c&c mau tin théa man nhitng tiéu chuan nao dé tir co so dit liéu ban dau. Két
qua chi hién thi nhitng mau tin thoa diéu kién con nhitng mau tin khéc s& tam
thot bi che.

Céch thuc hién
- Chon ving CSDL véi tiéu dé 1a mot hang.
- Chon Tab Data=2Group Sort & Filter 2Filter, Excel s€ tu dong
xuét hién cac nat tha canh tén field cho phép chon diéu kién loc tuong ung voi
cac field do.

- Chon diéu kién loc trong hop liét ké cua timg field twong tng.

- Chon Text Fillter dé thuc hién chirc ning loc nang cao theo yéu cau
cua nguoi dung:
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[ Custom AutoFilter @ﬂ

Show rows where:

beqins with |E| |E|
@ And Or
=] [=]

IUse ? to represent any single character
Ise = to represent any series of characters

[ (0]4 ] | Cancel |

Show rows where: cho phép ngudi ding chon diéu kién va nhap
gia tri so sanh & combobox ké bén. Ngudi ding co thé két hop véi diéu kién “va”,
“hoac” phia dudi.

1.1.1.7. Loc dix liéu nAng cao (Advanced Filter)

Chirc nang: Lénh Tab Data-> Group Sort & Filter-> Advanced
dung dé trich ra cac mau tin theo cac diéu kién chi dinh trong ving diéu kién
duoc tao truoc.

Céach thuc hién:

Buwéc 1: Tao vung diéu kién loc. Sir dung mot trong hai céch sau:

Cach 1: Sit dung tén trwong dé tao viing diéu kién: ving diéu kién sé& co
it nhat hai hang, hang dau chira cac tén field diéu kién, cac hang khac dung dé mé
ta diéu kién.

- Chon céc 6 tréng trong bang tinh dé 1am vung diéu kién.

- Sao chép tén field diéu kién 1am tiéu dé caa viung diéu kién.

- Nhap tryuc tiép cac diéu Kién vao 6 dudi tén trudng twong tng. Cac
diéu kién ghi trén cing mot hang 1a cac diéu kién thoa méan dong thoi (AND),
nhitng diéu kién ghi trén cac hang khéac nhau 1a nhitng diéu kién thoa man khéng
dong thoi (OR).

Vi du:

Péi tugng | Piém
A >5

C4ch 2: Sir dung cong thirc dé tao vung diéu kién : viung diéu kién s&
c6 hai 6, 6 trén chura tiéu dé nhu: “diéu kién”, ...hodc bo trong nhung phai khac
v6i tén truong, 6 dudi 1a cong thirc mé ta diéu kién.

- Chon hai 6 tréng trong bang tinh dé 1am ving tiéu chuan.

- Nhap tiéu dé & 6 trén caa ving tiéu chuan.

- Nhap cdng thirc vao 6 bén dudi md ta diéu kién, ding mau tin dau
tién trong co so dit liéu dé dat diéu kién so sanh, ham AND dung dé lap cac diéu
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kién thoa man dong thoi, ham OR dung dé 1ap cac diéu kién thoa man khong dong
thoi.

Vi du:

Biidu kién
=AMD(LEFT(A2 11="h" 025

Bwéc 2: Vao Tab Data=>Group Sort & Filter 2 Advanced, xut
hién hop thoai gom céc tly chon sau:
Action:
Filter the list, in-place: két qua hién thi truc tiép trén viing CSDL.
Copy to another location: két qua dugc dit tai mot vi tri khac.

Advanced Filter | & || 3 |

Action
@) Filter the list, in-place
! Copy to another location

=

List range: CAST L1510 =,
Criteria range: | SHS13:8HS514 |§|
Copy to: SAS520:5]1520 Fh

| Unigue records only

| QK | | Cancel

- List range: chon dia chi vung CSDL.

- Criteria range: chon dia chi viing tiéu chuan.

- Copy to: chon dia chi cua 6 dau tién trong ving két qua (phai chon
muc Copy to another location).

- Unique records only: néu c6 nhiéu mau tin giéng nhau thi chi lay
duy nhat mot mau tin dai dién, nguoc lai thi 1y hét cac mau tin thoa diéu
kién cua ving tiéu chuan (du giong nhau).

1.1.1.8. Subtotals
Chiic niing: Thong ké dit liéu theo tirmg nhom trong co so dir liéu. Vi du
tinh tong tién luong theo tmg nhém PON V.
Céch thuc hién: Xét CSDL BANG LUONG duéi ddy. Van dé dit ra 1a
can tinh tong tién lwong theo timg nhém DON VI.
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B A B C D E F G

1 STT| CHrC VU | NAMSINH | LCB | NGAY | TUOI| LUONG
2| 1 BV 17/08/1969| 150000 24| 44| 3,600,000
3| 2 BV 05/10/1960| 150000 17| 53| 2,550,000
1 3 BV 24/08/1968| 130000 26| 45| 3,380,000
5| 4 NV 22/09/1975| 160000 24| 38| 3,840,000
6 5 NV 15/02/1958| 130000 20| 55| 2,600,000
7 6 NV 15/05/1954| 130000 23| 59| 2,990,000
8 | 7 NV 19/09/1969| 150000 14| 44| 2,100,000
9 8 PP 14/05/1968| 150000 26| 45| 3,900,000
10 9 PP 15/08/1969| 140000 27| 44| 3,780,000
11 10 TP 21/12/1967| 120000 25| 46| 3,000,000
12| 11 TP 16/09/1967| 180000 22| 46| 3,960,000
13| 12 TP 16/09/1954| 160000 27| 59| 4,320,000

Subtotal :

Dung lénh Tab Data>Group Sort & Filter->Sort dé sap xép di
liéu theo DPON VI, muyc dich dé cAc miu tin c6 cing DPON VI thi nam lién ké nhau.
Chon bang CSDL can tong hop véi tiéu dé 12 mot hang.
Vao Tab Data>Group Outline>Subtotals, xuat hién hop thoai

Subtotal 7 |

At each change in:
CHLTC W

Lse function:

Sum
Add subtotal to:

Replace current subtotals
[] Page break between groups
Summary below data

| Removel | | ok || Cancel |

At each change in: chon tén trudng can tong hop.

Use function: chon ham sir dung tinh toan hay théng ké.

Add subtotal to: Chon tén trudng chia dix liéu can thuc hién tinh
toan hay thong ké.

@ 0812 114 345 | & tinhocsaoviet.com

Trang 55



Trung Tam Tin Hoc Sao Viét

90/47 Bdng Khaoi, Tan Phong, Bién Hoa

+ Replace current subtotals: Thay thé cac dong tong hop cii dé ghi

dong tdng hop mai.

Page break between groups: Tao ngit trang giira c&c nhom.

Summary below data: Thém dong tong hop sau mdi nhém.

Két qud:
12z A B C D E F G
1 STT| CHFCVU | NAMSINH | LCB | NGAY | TUOI LUFONG
[ [- 12 1 BV 17/08/1969| 150000 24 44| 3,600,000
3 2 BV 05/10/1960| 150000 17 53| 2,550,000
- 14 3 BV 24/08,/1968| 130000 26 45| 3,380,000
=] |5 BV Total 9,530,000
[ - 6 4 NV 22/09/1975| 160000 24 38| 3,840,000
7 5 NV 15/02/1958| 130000 20 55| 2,600,000
8 6 NV 15/05/1954| 130000 23 59| 2,990,000
- 19 7 NV 19/09/1969| 150000 14 44| 2,100,000
=] |10 NV Total 11,530,000
[ - 11 8 PP 14/05/1968| 150000 26 45| 3,900,000
- 112 9 PP 15/08/1969| 140000 27 44| 3,780,000
=] |13 PP Total 7,680,000
[ - 14 10 TP 21/12/1967| 120000 25 46| 3,000,000
15 11 TP 16/09/1967| 180000 22 46| 3,960,000
+ 116 12 TP 16/09/1954| 160000 27 59| 4,320,000
=] |17 TP Total 11,280,000
- 18 Grand Total 40,020,000

Lam viéc vai man hinh két qua sau khi tong hop.

Click vao cac nat 11213/ & chon cac mac di liéu ban mudn xem.
+ Chi hién thi tong chinh (Grand Total Only).
+ Hién thi tong chinh va tong phu (Grand Total And Subtotal).

+ Hién thi chi tiét tat ca cac mau tin cuing céc tong hop (All Record).

1
5
10
13
17
18

(] (] [+] [+]

A B L O E F G
STT| CHOCVU | NAMSINH | LCB |NGAY | TUOI| LUONG
BV Total 9,530,000
NV Total 11,530,000
PP Total 7,680,000
TP Total 11,280,000
Grand Total 40,020,000

1.3. Trinh dién dir liéu
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1.3.1. Thao tac véi PivotTables
Chike ning: Thng ké dit liéu theo nhiéu cap do khac nhau véi nhiéu hinh
thirc da dang tir mot bang dir liéu chinh.
Cach thuc hién:
- bat con tro trong bang dir liéu.
- Chon 1énh Tab Insert>Group Tables>PivotTable->
PivotTable xuét hién hop thoai yéu cau chon ving di liéu 1am théng ké va noi
Xuat bang thong Kke.

Create PivotTable @

Choose the data that you want to analyze

@ Select a table or range

)

ﬁ"l

TablefRange: | Sheeti1!sAs1:51514)

Lse an external data source

Connection name:
Choose where you want the PivotTable report to be placed
Mew Worksheet
@) Existing Worksheet
Location: | Sheetl! SAS20 5.7

[ Ok ] | Cancel |

- Select a Table or range: Cho phép chon vung dit liéu la Sheet hién
hanh.

- Use an external data source: Cho phép chon vung dix liéu tu file
Excel c6 san.

- New Worksheet: Phat sinh bang thong ké trén sheet mai.

- Existing Worksheet: Phét sinh bang thong ké tir dia chi duoc nhap
Vao.

- Click OK xuét hién hop thoai cho phép kéo tha cac field 1a diéu kién
thong keé.
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K

To build a report, choose fields from the

PivotTable Field List

PivotTable Fields w7 B

Choose fields to add to report: "7
MA HS -
HO VA
TEN
TENTRUGNG
MONTHI
DIEMTHI
XEPLOA
KEPHANG

MORE TABLES... -

Drag fields between areas below:

FILTERS COLUMNS

ROWS VALUES

-

Defer Layout Update

Vung Row Labels va Column Labels: s& chua field lam diéu kién

thdng ké.

Ving Values: chira nhirng field sé liéu muén thong ké.
Drag chudt kéo field vao vung tuong ung két qua s& tu dong cap nhat
tao thanh bang thong ké.

1.3.2. Thong ké bang chirc niing Consolidate

Chire ning: Consolidate cho phép hop nhét di liéu tir nhiéu ving
dir liéu ngudn (Sources) va hién thi két qua trong viing dit liéu dich (Destination).
Gia str cong ty ABC c6 3 cira hang, mdi ctra hang c6 mot bang
b4o cdo doanh thu nam 2013. Cong ty c6 nhu cau tong hop cac béo céo cua 3 ctra
hang thanh mét bao cao doanh thu nam 2013 cua cong ty.

[y

L e I IR o B & o B =N % R %

A

B

CONG TY ABC

ClPAHANGSO 1

C D E

DOANH THU NAM 2013

Pon vi: | Triéu déng

Mait hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad a0 120 200 180
Ipod 50 30 45 60
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A B c D E
1 CONG TY ABC
5 CIPAHANG SO 2
3 DOANH THU NAM 2013
4 Pon vi: | Triéu déng
5 Mathang Quy 1 Quy 2 Quy 3 Quy 4
g Iphone 130 250| 320 420
7 Ipad 50 90 150 200
3 Ipod 35 25 60 75
A B C D E
1 CONG TY ABC
2 CUFA HANG S0 3
3 DOANH THU NAM 2013
4 Pon vi: | Triéu déng
5 Mathang Quy1 Quy 2 Quy 3 Quy 4
5 Iphone 200 350 230 400
7 Ipad 50 100 180 150
8 Ipod 30 25 30 55

Thuc hién cac bwéc sau:

Buée 1. Chon ving dir liéu dich bang céch tré chudt vao mot 6 bat ky &

vung do.

Buéc 2. Chon Tab Data > group Data Tools = Consolidate, xuat hién

hop thoai Consolidate.

Consolidate

Function:
Sum IEI
Reference:
Cuahang3! $A55;5E53

All references:

o=f)
£

i ]
1

£ Browse. ..

Cuahang 1! $A55:5E53

Cuahan_ﬁll SAS5:5E5E
anangS Sas a3 A Delete

-

(=8
(=N

se labels in
Top row
Left column

[] create links to source data

Close

o
-~

- Hop Function: chon ham st dung (Sum, Min, Max, ...), thong
thuong khi tong hop dit liéu ban chon ham Sum dé tinh tong.
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- Hop Reference: dé tham chiéu lan luot cac ving dit liéu ngudn.

- Hop All references: chta tit ca cac ving dit liéu ngudn can thiét
cho viéc hop nhit. Bé x6a mot vung dit liéu trong hop All references, ban chon
ving d6, rdi nhip nit Delete.

- Top row: chon néu muédn ding t&n cot caa ving ngudn,

- Left column: chon néu mudn duing céc gia tri cua cot dau tién caa
viing ngudn, & day la gié tri cua cot Mit hang,

- Create links to source data: chon néu mudn dit liéu hop nhat
duoc cap nhat mbi khi c6 thay ddi ¢ vang dir liéu nguon.

A B C D E
1 CONG TY ABC
2
3 DOANH THU NAM 2013
4 Pon vi: | Triéu déng
5 Quy 1 Quy 2 Qui3  Quy4
6 |Iphone 380 1060 230 1320
T |Ipad 190 310 530 230
6 |Ipod 115 a0 135 190

1.3.3. Thao tac véi PivotCharts

Mot PivotChart chang co gi khac hon 13 mét biéu dd Excel, duoc tao ra tir
dir liéu ctia mot PivotTable. That ra thi cling ¢6 mot vai tinh nang ma ban khéng tim
thay ¢ nhitng biéu do binh thuong. Tuy nhién, phan I6n thi mot PivotChart ciing gidng
nhu bat ky mot biéu do ndo trong Excel, nhitng thao tac véi cac biéu d6, hoic viéc dinh
dang cho no, chang cé gi khéc.

Néu ban biét chic rang ban s& can dén mot PivotChart, ban c6 thé tao ra
PivotTable va PivotChart cing mét lan. Thay vi nhan vao n(t PivotTable trong nhém
Insert trén thanh Ribbon, ban hay nhan vao cai mii tén nhé & dudi cai nat d6, va chon
lénh PivotChart. R6i thi ban ciing s& gap hop thoai tao mot PivotTable nhu & nhitng bai
trén, nhung khi tao xong PivotTable, thi Excel cling sé ty dong tao lubn mat PivotChart
di kém theo.

Bay gio ching ta sé hoc cach tao ra mot PivotChart tir PivotTable ma ban
da thuc hanh ¢ bai truge. Ban lan luot theo cac budc sau:

Buée 1. Dé con tro tai 6 ndo do trong bang théng ké bang PivotTable
Buéc 2. Vao Tab Option ( PivotTable Tools) = group Tools = PivotChart
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FIVOTTABLE TOOLS
AMNALYZE DESIGM

[# Clear~ [7 Fields, Items, & Sets ~ E’?
[if} Select fx OLAP Tools .

PivotChart [Recormmended
PivotTables

Actions Calculations Tools

ata
[3 Move PivotTable B Relationships

Buwéc 3. Trong hop thoai Insert Chart, ban chon loai biéu d6 thich hop theo yéu
cau.

All Charts
& Recent
e | L (B0 (A8 4 83 03 57
|_|]1[|]_ Celumn
X Line Clustered Column
@ Pie f
E Bar =
BA Area ’ :UJ:ﬂt
|55 XV (Scatter) e
4 Steck = I I I I
@ Surface — — —
:J{ Radar
ik Combo
Budc 4. Nhan OK dé hoan thanh.
Count of MONTHI [MONTHI| | Count of MONTHI
TENTRUONG |~ |Ngoaingik Toin Vin|| 45
Binh Tién Hoang 1 1 4
Hoa Binh 4 35
Nguyén Du 2 1 3 =
V5 Trrdmg Todn 2[ 1] as HONHL -
mVan
2
15 H Toan
1 W Mgoai nglt
0.5
o T T T
Binh Tién Hoang Hba Binh Nguyén Du V& Trwedng
Toan
TENTRUGNG

Khi ban nhan vao biéu do, tirc 1a ban kich hoat PivotTable, Excel sé& hién
thi hop thoai PivotChart Filter Pane nhu ban thay & hinh trén. Ban c6 thé dung Axis
Fields va Legend Fields trong hop thoai nay dé loc céc dit liéu, diéu chinh PivotChart
hién thi hay khéng hién thi biéu ¢ cia mot loai dir lidu nao do. Bat ky viéc loc dit liéu
nao ban thuc hién trong hop thoai nay, ciing s& duoc &p dung trong PivotTable, va biéu
dd s& ty dong Ve lai theo nhiing thay d6i trong PivotTable.

Vi du, ban nhin vao Axis Fields, va chi chon hai Truong: Hoa Binh, Nguyén Du. Biéu

dd sé ty dong vé lai nhu sau:
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Count of MONTHI

MONTHI -~

TENTRUONG |1

Ngoainglt  Todn

Hda Binh
Nguyén Du

4

2

1

=

L

Count of MONTHI

45
a -
3.5
3
2.5 A
2 4
1.5
1 4
0.5 -
o -

TENTRUONG

1.3.4. Biéu dd nang cao

1.1.1.9.

MONTHI
H Todn

M MNgoai nglr

Héa Binh Nguyén Du

Thém duong xu hudng vao dd thi ( TrendLine )

Khi vé& cac d6 thi véi dir liéu theo thoi gian chung ta thuong vé thém duong

xu huéng dé biét dugc xu hudng trong tuong lai cua tap di liéu. Mot tap sé liéu co thé
c6 nhiéu dudng xu hudng tiy theo cach phan tich caa ching ta.
Vi du : Ban c6 mét biéu do, ban mudn vé dudng trendline cho db thi, ban

thuc hién:

Trén Chart Tools = Tab Layout = group Analysis = Trendline.
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CHART TOOLS

.
e}

iR | eg® |= |.| |

d Chart | Quick | Change | 1 b I | || ||

Element = layout - | Colors~

DESIGM FORMAT

ifh Asxes b
Idh  Asxis Titles 3 P
@ Chart Title b
B C D
i Datalabels s
It Data Table =
it Error Bars 3 g
W Gridlines , ANH THU NAM 2013
g2 Legend 3 Bon vi
-13}1 Qujrz Qu__{r3
| Trendline 3 . \
Mone
—
8, Ipnd Linear
g .
e Exponential
10
11 S Linear Forecast
12 ; Moving Average

13 \ More Trendline Options.. /l

- Chon mat trong sau kiéu duong xu huéng/hdi quy: tuyén tinh
(Linear), 16ga (Logarithmic), da thac (Polynomial), luy thira (Power), mil
(Exponential), va binh quan dich chuyén (Moving Average).

- Hozc ban cd thé chon More Trendline Options dé thém céc tay

chon.
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Format Trendline

[ Trendline Options

[ % |[=

Trendline Options
Line Color Trend/Regression Type
Line Style . | @) Exponential
Shadow . Chon dirong trendline
Ghow and Soft Edges _/ 2
o i
]l Palynorial Order: |2
24 Power Bt tén cho dirimg
Trendline
af Moving Average

Trendine Name
@ Automatic . (QUAY A)
Custom
Chi dinh thoi gian forong
Forecast lai hedc qua khir dir bdo
Forward: | 0.0 A []
Backward: (0.0 Hién thi phiwong trinh ciia

P

- mit 5o Iogi trendline
] setlntercept= 0.0

| Desplay Equation on dhart ‘

| Desplay R-squared value on chart

[ cose |

- Sau d6 nhan OK d hoan thanh,
- Dé x6a cac Trendline , ban chon Chart Tools = Tab Layout >
group Analysis = Trendline = None.
1.1.1.10. Tao Template cho biéu db

i(An

Chart Area }

120

100

80 -

=GIA1

" GIA
60 - " GIA 2

) o4 P.THU

40 -

&64

o o4

20

& 64

o -

A B C

Ban mudn thiét ké mot miu biéu do riéng theo y minh va ding mau do
cho nhitng biéu d6 tiép sau. Vi du ban c6 mot mau biéu dd nhu hinh trén, ban muén ap
dung cho nhitng bai tap sau, ban s& luu né nhu mot Template trong Excel. Ban lan luot
thuc hién:
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Buoéce 1.
Tools = Tab Design = group Type = Save As Template

Sau khi ban thiét ké mot mau theo y mudn, trong Chart

|:| Save Chart Template

* S « Roaming » Microscft » Templates » Charts

Organize = Mew folder

£ Google Drive = MNarme Date modified

& Downloads . - . . e e e
Puong din mac dinh khi 16/08/2013 6:23 PM

liru mor Template 16/08/2013 6:31 PM

4 Libraries

:| Documents
a! Music

b= Pictures
B8 videos

i

M Computer Dat ten mau
&, Local Disk (C:)

ca cop (D:)

L L

File name: Chartl.crbx

Type
Microsoft Office C...

rosaft Office C...

-

Save as type: | Chart Template Files(™.crtx)

h |

Tools ~ Save

= Hide Falders

Cancel

Buéc 2. Chon Save dé luu lai mau.

+ Sir dung Templates: Bé st dung mau biéu d6 di luwu, ban thuc hién:

Bwée 1. Chon biéu do muén lay mau.
Buéc 2.

Change Chart Type

Vao Chart Tools = Tab Design = group Type 2>

CHART TOOLS
DESIGM FORMAT
h--l‘ I - E il I I
' I'__I .I = | | Switch Row/ Select Change Mowe
Column Data Chart Type | Chart
Drata Type Location
Budc 3. Trong hop thoai Change Chart Type chon thu muc

Templates = khung My Templates chon mau ban da luu.
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Change Chart Type @

Templates l My Templates

Colurmn
Line

Pie

Bar

TMe Rk EV

Area

XY (Scatter)
Stock
Surface
Doughnut
Bubble

-
o
b

Radar

[manageTemplates... ] [ Set as Default Chart ] K,

Budrc 4. Chon OK dé hoan thanh.
4+ Xo6a Templates: Bé x6a nhitng mau ma ban da tao va luu, ban thyc hién:
Budc 1. Vao Tab Insert & group Charts = Create Chart

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

lj‘ . L"{}Shapes' -’ I'F? |.|':"::EI':

SmartA - "5::':*:" ¥\ :
ided Table | Pictures Online Apps for | Recommended . PivotChart
es Pictures @+ creenshot~ | o Charts L RS
Hlustrations Apps Charts

Budc 2. Trong ctra s6 Insert Chart = Manage Templates
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Insert Chart [el=]
fD Templates Column B
e | du (8] [82] 0a] o8] 98 33 ;
& Pe - 1 11
= M| B B8] 3] du) Jad| A4
o | ) ] ] 8 b
@ Surface te
il 7] 4 ) B4 | ) 2V % ~
W Radar he . _

Al e ol Rl lan] el -
Manage Templates... || | Setas Defauit Chart | [ ok | [ cancel |

Buworce 3.
nhan Delete.

. e

Trong cira s6 Templates/ Charts ban chon mau mudn x6a,

e® X

Microsoft » Templ

- e

ates » Charts
_—

Organize v @71 Open with...
4. 0OS
J. Outlook

. PowerPoint

-~

Share with v

Name

ﬂ Chartl.crix

=~ [ @

o=

v | 4y I‘I Search Cr'?a.r_?x

Bumn New folder

-~

Date modified

16/08/2013 6:23 PM

L) maut.crx

Show how to open this file
Scan maul .crtx
Open with...

Share with

Add to archive...
Add to "maul.rar”
Compress and email...

€

Restore previous versions
Send to

Cut
Copy

M

Create shortcut

Rename

Properties

Compress to "maul.rar” and email

" ] »

fied: 16/08/2013 6:31 PM
Size: 113 KB

he

[Ll a‘xl m\.J »"'”lhl a.\| Dﬁ:l

fetooetos e o)

r

1.3.5. Tinh nang Sparkline

Excel ludn c6 dit liéu d6 thi va biéu d6 rat phong pht dé md ta dir liéu va
xu huéng. Vi Excel 2010, Microsoft da bd sung thém moét tinh nang méi - Sparklines.
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Tinh ning nay cho phép ngudi dung dat mot d6 thi ¢ nho (mini) hay mét dong nhan
dinh khuynh huéng trong mot 6 (cell). Sparklines 1a cach nhanh nhit va don gian nhit
dé thém thanh phan do thi hién thi vao mét cell.

Gia str chdng ta cé bang dit liéu nhu sau:

DOANH THU NAM 2013
Pon vi: | Triéu déng
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad 90 120 200 180
Ipod 50 30 45 60

Bwéc 1. Chon cac 6 ban mudn hién thi Sparkline.
Buwéc 2. Vao Tab Insert - group Sparklines = chon loai Sparkline ban
can.

PAGE LAYOUT FORMULAS DATA REVIEW VIEW Feit PDF TEAM
e v . - - B B~ . —
| | | a9 Shapes " I ? l. 'I = X i _l“_ ,J.\_.[- [T .Ii
= T SmantArt WL A" Bl R o
ided Table | Pictures Online Apps for | Recommended ] PrvotChart  Power Line Column Win/
es Pictures @+ »Creenshot = Office~ Charts 'j N | ' - View Loss
lustrations Apps Charts fu Reports Sparklines
(Vi du ¢ day, ta chon Column)
Ban s€ nhan dugc bang tao Sparkline:
- Data Range: Vung dix liéu muén hién thi Sparkline
- Location Range: Chon ving hién thi Sparkline.
Create Sparklines A<
Choose the data that you want
Data Range: 55
Choose where you want the sparklines to be placed
Location Range: 55
Ok ] [ Cancel ]
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DOANH THU NAM 2013
Pon vi: | Triéu dong
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 so0f
Ipad 90 120 200 180
Ipod 50 30 45 eop
[ Create Sparklines |2 el
Choose the data that you want
Data Range: | B6:ES 3

Choose where you want the sparklines to be placed

]
1

Location Range: 5F56:5F58| (3.7
[ Ok ] | Cancel |
Budc 3. Chon OK hoan thanh.
DOANH THU NAM 2013
Pon vi: | Triéu déng
Mithang | Quy 1l Quy 2 Quy 3 Quy 4
Iphone 250 460| 280 so0f W_H
Ipad 90 120| 200 180 . HHE
Ipod 50 30| 45 60m_mill

Str dung dung Sparklines, viéc phan tich dir liéu s€ nhanh hon va dinh

huéng hon va chac chan ban ciing s& c6 mot khung nhin don gian hon khi quan sat cac

thong tin va dua ra quyét dinh.

1.3.6. Phan tich d§ nhay ( What — If Analysis)

Excel ludn c6 dir liéu d6 thi va biéu d6 rat phong pht dé md ta dir liéu va
xu huéng. V&i What-If Analysis (phan tich diéu gi s& xay ra) 1a phuong phap co ban
nhét dé truy van dix liéu trong bang tinh. Gia sir, ban thiét 1ap cong thuc tinh Loi nhuan
= Doanh thu — Chi phi. Ban ty hoi: Diéu gi s& xay véi két qua Loi nhuan néu Doanh thu
thay doi hoic Chi phi thay d6i hoac ca 2 cung thay doi?

1.1.1.11. Phan tich 1 chiéu
Vi du: Mot nguoi kinh doanh may tinh, mua san pham Laptop véi gia
15,000,000 dong va ban vai gia 17,000,000 ddng.
Loi nhuan s& la: 17,000,000-15,000,000= 2,000,000
Lap bai toan:
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c |

|4 A B |
,  San pham Laptop
2 Gia mua 15,000,000
3 Gia ban 17,000,000
4 Leoi nhuan 2,000,000

5

Loi nhudn = Gid ban - Gid mua

Gia mua bién dong theo thoi gian nhu hinh:

4l A B C D E F
. Sanpham Laptop
2 Gid mua 15,000,000 -
3 Gidbén 17,000,000 Gid mua thay doi
4 Leginhuin 2,000,000
5 Lgi nhudn = Gii ban - Gid mua
6 |
7 14,500,000 15,300,000 17,100,000 14,000,000
8 Loii nhuin 2,000,000

O tham chiéu kérqu&

=B8

Ta xét do nhay cua loi nhuan khi gia mua thay doi.
- Chonwvung : B7:F8
- Vao Tab Data = group Data Tools = What — If Analysis = Data Table

DATA REVIEW

-tions !}l i 'E

£l Sort

VIEW Foxit POF

Y

1o
Filter

Yo Advanced

Sort & Filter

TEAM
=
E=

Text to
Columns

5 B

Flash Remowve

Fill  Duplicates Validation =

s &3

Data Consolidatg | What=lf |F.elations!

Analysis ~

Data Tools Scenario Manager...

Goal Seek...

Data Table...

- Néu ban chay d6 nhay theo hang, nhu trong vi du nay thi ban chon Row input
cell va nhap vao dang chwra gié tri thay doi (¢ day ta dang xét gia mua thay
d6i). Néu ban thiét ké gia tri thay d6i theo Cot thi ban s& dwa dia chi 6 c6 gia
tri thay doi 1a: Column input cell.
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A C C D [ c F
, Sanphdm  Laptop [ Data Table D [ |
2 Gidmua | 15,000,000 ! Rowinputcel: | s852) B3
3 Gid ban 17,000,000 Column input cell B3
4 Loinhuin 2,000,000 ok | [ cancel |
c Loi nhudn = Gid ban - Gid mua n
6 Doanh thu thay ddi
7 14,500,000 15,300,000 17,100,000 14,000,000
; Loinhuin 2,000,000

- Chon OK dé xem két qua.

A B C D E F
. San pham Laptop
2 Gii mua 15,000,000
3 |Gii ban 17,000,000
4 Legi nhuin 2,000,000
5 Loi nhudn = Gid ban - Gid mua
6 Doanh thu thay déi
7 14,500,000 15,300,000 17,100,000 14,000,000
; Loinhugn 2,000,000 | 2,500,000 | 1,700,000 (100,000)| 3,000,000

"V&i mdi thay d6i cua gid mua s& 1am cho loi nhuan thay d6i, nhu ¢ vi du nay ta thay.
khi gia mua >= 15,000,000 thi lgi nhuan <= 0. ngudi ban khéng ¢6 loi nhuan”
Phan tich 2 chiéu

1.1.1.1.
Phén tich @6 nhay 2 chiéu xét téi sy anh huong cua 2 bién x1 va x2 1én

bién y. y 1a bién phu thudc cua x1 va x2.

ban san pham x2 thay doi.

Quay lai véi vi du trén. ta lay truong hop gia mua 1a x1: thay doi va gia
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A B © D E F

, Sanpham Laptop

2 Gidmua 15,000,000

3 Gid ban 17,000,000

4 nhudn ;2,000,000 /

g Loi nhuin = Gia ban - Gia mua Gid mua thay déi

6 [ . ]

. ~B4) 14,500,000 | 15,300,000 17,100,000 14,000,000
; [ 16,000,000

o | Giibin 17,200,000

thay dai
- 16,300,000

- Chon vung B7:F10.
- Vao Tab Data = group Data Tools = What — If Analysis = Data Table

A ' B | C D E F

, Sanpham Laptop /m\ |2 it
-

2 Gid mua 15,000,000 1 Row inputcel: | 852
3 Gidban 17,000,000 .\\ :
4 Lpinhuin 2,000,000
5 Lgi nhuin = Gia ban - Gia mua
B
7 2,000,000 | 14,500,000 15,200,000 17,100,000 14,000,000
8 16,000,000
9 17,200,000
" 16,800,000

- Sau d6 chon Row input cell va Column input cell theo bang ma ban thiét ké.
- Chon OK hoan thanh.
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A B C D E F
., San pham Laptop
2 Gid mua 15,000,000
3 |Gia ban 17,000,000
4 Leinhuin 2,000,000
5 Loi nhudn = Gid ban - Gid mua
B
7 2,000,000 | 14,500,000 15,300,000 17,100,000 14,000,000
; 16,000,000 | 1,500,000 700,000 | (1,100,000)| 2,000,000
] 17,200,000 | 2,700,000 | 1,900,000 100,000 3,200,000
" 16,300,000 | 2,300,000 | 1,500,000 (300,000)| 2,800,000

Ngoai ra ta con co Goal seek (Ham muc tiéu) thuong &p dung trong cac bai
toan nhu tinh doanh thu hoa von, thay d6i mot chi tiéu chi phi nao d6 dé co dugc loi
nhuan nhu mong mudn, tinh tong chi phi cho tong chi phi rong phai tra... Va dang Phan
tich tinh hung (Scenario) : La dang phan tich “what-if”, phan tich tinh hubng thira nhan
rang céc bién nhat dinh c6 quan hé twong hd véi nhau. Do vay, mot sb it bién sé cd thé
thay d6i theo mot kiéu nhat dinh tai ciing mot thoi diém. Tap hop cac hoan canh c6 kha
nang két hop lai dé tao ra “céac truong hop” hay “cac tinh hudng” khéac nhau la:

a. Truong hop xau nhat/ Truong hop bi quan
b. Truong hop ky vong/ Trudng hop udc tinh tot nhat
c. Truong hop tét nhat/ Trudng hop lac quan
Ghi chi: Phan tich tinh hudng khong tinh téi xac suat cua cac trudng hop xay ra

1.3.7. Sir dung dir li¢u lién két ngoai

Déi khi dit liéu ban muén khong c6 trong sé lam viéc Excel — dit lidu d6 ¢o
thé & trong mét co s dir lidu, tép XML, trén web, trong tép vin ban hoic & mot trong
nhiéu vj tri khac. That tuyét voi khi lam viéc véi dit liéu ngay trong s6 lam viéc, nhung
ban khéng mudn phai nhap di nhap lai dit liéu ¢& dam bao tinh hién thoi cua dit liéu.
Viéc tao két ndi cb dinh tir s6 1am viéc téi ngudn dir lidu d6 giup dé dang dam bao dir
liéu ma ban lam viéc luén cap nhat.

Céc két ndi dén dix liéu bén ngoai co thé bj tat trén may tinh cua ban. Dé két
ndi véi dix lieu khi mé sé lam viéc, ban phai bat két ndi dit liéu bang cach sir dung thanh
Trust Center hoic bang cach dat s6 lam viéc vao mot vi tri tin cay.
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Trong group Get External Data trén tab Data, ban co thé tao két néi dit liéu
vé6i cac nguon dit liéu khac nhau.

® e[ [2
From From From From Other Existing
Connections

Access Web  Text  Sources~-
et External Data

1.1.1.2. S duyng lién két tir Access
- Trén tab Data = group Get External Data = From Access.
- Trong hop thoai Select Data Source, hay duyét dén co so dir liéu Access.
- Trong hop thoai Select Table, hiay chon bang hoic truy van ma ban muén st
dung va bam OK.

Select Table [ 7 | == |
MName Description Modified Created Jr
i Copy Of Report_3 24/03/2011 12:45:26 PM  01/01/2011 5:04:30 AM |E|
B kh 01/01/2011 5:28:29 AM  01/01/2011 4:45:28 AM
i q59 24/03/2011 2:45:40PM  24/03/2011 1:56:02 PM
g6t 24/03/2011 4:27:52PM  24/03/2011 3:39:06 PM
B rp1 25/03/2011 7:35:30 PM  25/03/2011 7:33:21 PM
B rp2 26/03/20116:21:44PM  25/03/2011 7:34: 18 PM
M skh 23/03/2011 3:11:08 PM_ 31/12/2010 9:42:10 PM 7
1| 1] [ r

[ oK ] [ Cancel ]

- Trong hop thoai Import Data, hay chon noi dit dix liéu trong s6 1am viéc cua
ban va chon xem di liéu dudi dang Table, PivotTable Report hay PivotChart.

| yi B C 0 E F
[ L2 3o

1
Th_-_-_-_-_-_-_-: Im FIDI"IZ Data
3 Select how you want to view this data in your workbook,
a
5 ik i
6 ﬂ:}_'| () PivotChart and PivotTable Report
7 _E‘ Only Create Connection
- Where do you want to put the data?
(@) Existing worksheet:
9 =
0 —$A%1
(71 Mew worksheet
11
12 o J [ el
13 \
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- Bam vao nit Properties dé dit cac thudc tinh nang cao cho két nbi d6 vi du nhu
tdy chon dé 1am mai dit liéu da dugc két ndi.

Connection Properties T || E2

Connection name:  |hd3

Description:

Usage Definition

Refresh control

Last Refreshed:
Enable background refresh
[] Refresh every &0 | minutes

[] Refresh data when opening the file

Remove data from the external data range before saving the
workbook

OLAP Server Formatting
Retrieve the following formats from the server when using this connection:
Mumber Format Fill Color
Font Style Text Color

OLAP Drill Through
Maximum number of records to retrieve:
Language

Retrieve data and errors in the Office display language when available

[ Ok ][ Canicel ]

- Ban cd thé tiy y thém dit liéu vao M hinh Dit liéu dé cé thé két hop dit liéu
cuia minh véi cac bang hoic dir liéu khac tir cac ngudn khac, tao mdi quan hé
gitta cac bang va ban cd thé thuc hién duoc nhiéu thao tac hon so véi bao cao
PivotTable co ban.

- Bam OK dé két thuc.

A B C D E F G H 1 1 K L M N o] P Q
Sum of Soluong _Column Labels | ~

1
"2 Rowlabels |~ |BANH KEM BANHMi BO' BOTNGOT CAHOP CAFE DAUAN GAO GIAV| KEO nem NEP RUQU SU'A TAO Grand Total
3 |BSCO 20 22 22 64
4 CINOTEC 12 10 50 5 12 89
5 COMECO 55 7 40 2 104
6 FAHASA 20 51 15 15 20 110 231
7 FISC 20 20
8 HUNSAN 55 83 10 30 100 12 10 58 358
9 LIXCO 22 23 30 20 4 99
10 SAFICO 4 20 62 15 32 12 15 20 180
11 sIC 15 4 20 10 49
12 TAFACO 25 25
13 THADACO 30 30
14 TRACODI 20 50 20 90
15 TRANACO 20 20
16 Grand Total 46 170 238 20 60 25 15 4 107 152 292 27 59 30 114 1359

@ 0812 114 345 | & tinhocsaoviet.com Trang 75



Trung Tam Tin Hoc Sao Viét 90/47 Bdng Khaoi, Tan Phong, Bién Hoa
1.1.1.3. S dung lién két tir Web

Hang ngay, ban déu phai vao Internet dé xem xét gia cd phiéu caa minh.
Ban c6 thé Copy va Paste mét cach thu cong bang gid CK nay vao bang tinh, hoic
Website cd thé cung cap chirc ning Download vé Excel trang bang gia d6. Py 1a cach
d& nhat dé dua CSDL cua trang Web vao Excel.

Hay tao két ndi véi trang web dé sir dung dit liéu tir cac bang trong trang
web trong s6 lam viéc cua ban.

- Trén tab Data = group Get External Data = From Web.

- Trong hop Address (Pia chi), hay nhap dia chi web cuaa trang co6 dir liu
ban muédn két ndi, va Click > Go.

r | y
New Web Query | P S

PR < —HP ss_din2o&mnirid=44230026C 7DD33AA vl [eo] @9 R 3 B B optors..

Click [#] next to the tables you \}Zt to select, then dick Import.

*Web |mages Videos Jr(ews Blogs Dictionary % Topsites Design your page @ babylon *
\
Nhap dia chi trang Web, .
ban muon két noi / ;
Hinh 2.3.37
- Chi bao miii tén nhu B nay cé nghia la c6 dit liéu bén canh ma ban c6 thé
nhap.
New We uery - 3;79&
o +  Check vao bang lLien kér
Addrgfs: http://chungikhoan. 24h.com.vn/ =) @, F Options....
Dw mua
Gia2 KL2 |Gia1] KL1 Gia KL
ACLw= 0,0
AGD == 0,0
Hinh 2.3.38
- Hay bam vao chi bdo miii tén, bdm nut Import = chon vi tri dit dir liéu

- OK.
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A B C D E F
1 ! .
2 Import Data | 2 _S;h]
3 Where do you want to put the data?
& @ Existing worksheet:
E =sA51 =
- MNew worksheet
7
] | Properties. .. | [ 0K ] | Cancel |
9

W o =
Hinh 2.3.39

KT E

Vhatdf | Group Ungroup Subtetal
= e S

9
el
T

Get External Data Connections Sort & Filter Outline

A3l - Fe
=

A B C D E F G H
B8l ngay GD: VN-ndex:| Thay déi: | $6 CK tang/giam:| Téng knéi lwgng:| Téng gia triz| TTTT: |
90812013 3105 [ 50045 J166033%)] 900075 | _31,017.010 [ 6296114

n

Dv mua .
Mé o

e T ws | wr [ w2 Jwdar | w ] 2wz [oas |
186 18,6 5
39,4 2

ACL0OD
AGD 0,0

AGM 0,0

AP0

ANV 0,0
APC 0,0
IAGF 0,0

ASP OO
ATA 0,0
AVFO,0

BCE0,0
BC100
BGM 0,0

[EEm_100% o) ®

Hinh 2.3.40

- Pé cap nhat dix liéu, ban vao Data >groups Connections = Refresh All.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

f“! |:H |:|—‘ |:H D ||= [zl Connections A

Ele o Lo L2

From From  From  From Other Existing Refresh z

Access Web Tedt Sources-  Connections| All~- N
Get External Data Connections

Hinh 2.3.41

1.1.1.4. Str dung lién két tir file Text
Ban c6 thé chon tab Data = group Get External Data = From

Text tir, tim duong din dén Text File.
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MjBook.bd:-Notepad | =] || [=] || E3 |
File Edit Format View Help
DANH MUC HAMG HOA -
M3 hang Tén hang
LC1 "Tivi LCD Sony 32"
LC2 "Tivi LCD Sony 50™"
ML1 May lanh Sam sung
ML2 May lanh Panasonic
MG1 May gidt Sanyo 9 kg
BANG GIA HANG HOA
NGAY  LC1 (UsSD) LC2 (USD) ML1 (USD) MLZ2 (USD) MG1 (USD)
01/10/2010 250 410 270 400 200
11/10/2010 145 405 275 405 210 1519.56
21/10/2010 247 400 272 410 215
2

NGAY MA HANG TEN HANG DON GIA SO LUONG THANH TIEN
01/10/2010 LC1 "Tivi LCD Sony 32" 250 188 250
02/10/2010 LC2 "Tivi LCD Sony 50" 410 9 410
27/10/2010 ML1 May lanh Sam sung 272 23 272
12/10/2010 ML2 May lanh Panasonic 405 15 405
05/10/2010 MG1 "Tivi LCD Sony 50" 200 13 200
16/10/2010 ML2 May lanh Panasonic 405 16 405
18/10/2010 LC2 "Tivi LCD Sony 50" 405 25 405
08/10/2010 ML1 May lanh Sam sung 270 11 270
24/10/2010 ML2 May lanh Panasonic 410 19 410

Hinh 2.3.42

- Trén tab Data - group Get External Data - From Text.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

B[ 3 B e

Frem From | From from Cther Existing Refresh l,'J
Access Web | Text | Sources+=  Connections All - -
Get BExternal Data Connections
Hinh 2.3.43

- Chon tap tin ban mudn Import, sau d6 chon Import

- Cira s6 Text Import Wizard s& huéng dan ban timg budc dé dua dir liéu
Text vao Excel.

- Chon vi tri dat dit liéu va bam OK
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A B C D E
1 [DANH MUC HANG HOA
2 M hang Té&n hang
3 LC1 Tivi LCD Sony 32"
4 |LC2 Tivi LCD Sony 50"
5 ML1 May lanh Sam sung
6 ML2 May lanh Panasonic
7 MG1 May gidt Sanyo 9 kg
8
9 BANG GIA HANG HOA
10 |NGAY LC1 (USD) LC2 (USD)
11 01/10/2010 250 410 270
12 11/10/2010 145 405 275
13 21/10/2010 247 400 272
14
15 NGAY MA HANG TEN HANG
16 01/10/2010 LC1 Tivi LCD Sony 32" 250
17 02/10/2010 LC2 Tivi LCD Sony 50" 410
18 27/10/2010 ML1 May lanh Sam sung 272
19 12/10/2010 ML2 May lanh Panasonic 405
20 05/10/2010 MG1 Tivi LCD Sony 50" 200
21 16/10/2010 ML2 Méay lanh Panasonic 405
22 18/10/2010 LC2 Tivi LCD Sony 50" 405
23 08/10/2010 ML1 May lanh Sam sung 270
24 24/10/2010 ML2 Méay lanh Panasonic 410

1.1.1.5.

Hinh 2.3.44

Str dung lién két tir cac ngudn khac

188
9
23
15
13
16
25
11
19

F G

ML1 (USD) ML2 (USD) MG1 (USD)
400
405
410

200
210
215

DONGIA 58 LPONG THAMH TIEN

250
410
272
405
200
405
405
270
410

Ngoai lién két véi cac dir liéu thong thuong, Excel 2010 con c6 thé lién
két véi cac dit liéu tir cac co s dir liéu : XML, SQL Sever,...

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
[=] Connections | H Y
(& (afle B T Eem u[H
= ‘roperties
Fram From From |Fram Other Existing Refresh _l _ %'l Sort Filter
Mccess Web  Tewt | Sources+ | Connections | All- Edit Links
Get Exl From SQL Server
D Create a connection to a SOL Server table. Import data into Excel as a
113 Al Table or PivotTable report.
From Analysis Services
= A ! D Create a connection to a SQL Server Analysis Services cube. Import data
1 [CONGTY AE into Excel as a Table or PivotTable report.
2 CUFA HANG SO 3 = From Windows il\zure Marlketplace ) )
Create a connection to a Microsoft Windows Azure DataMarket Feed.
3 DC .. Import data into Excel as a Table or PivotTable report.

Mithang | (

~ 3
—
10
:

4

5

5 | Iphone
7 Ipad
8

Ipod

From OData Data Feed

Create a connection to an OData Data Feed. Import data into Excel as a
Table er PivetTable report.

From XML Data Import

Open er map a XML file inte Excel,

From Data Connection Wizard

Import data for an unlisted format by using the Data Connection Wizard
and OLEDE.

From Microsoft Query

Import data for an unlisted format by using the Microsoft Query Wizard

and ODBC. Functionality is limited for compatibility in previous versions.

Hinh 2.3.45
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1.4. Lam Viéc Véi Macros Va Forms

1.4.1. Tao va thwc hién macros
Macro la céng cu cho phép ghi lai cac thao tac (cac 1énh) cta nguoi sir
dung dudi dang mét danh sach cac Iénh. Khi ta goi téi moét macro (chay macro), nd sé
thuc hién lai cac thao tac (cac Iénh) d6 mot cach tu dong.
Nhu vay mudn tu dong héa mot qua trinh, ta can thuc hién cac cong viéc
d6, dung macro ghi lai va khi can thuc hién qué trinh d6 tu dong, ta cho chay macro.
Dé 1am viéc voi Macro, ban can thuc hién mot sb ty chon sau:

Generel E'E Customize the Ribban.
Formulas
Choose commands from: (0 Customize the Ribbon: 0
Procfing .
Popular Commands v Main Tabs "]
Save
11 Al Chart Types... ~ Main Tabs
enauee 4 Borders g |' # [¥]Home
Advanced Calculate Now Insert
= Center 7
Customnize Ribbon = Conditiolnal Formatting ’ :rgr: tr::m
Quick Access Toolbar 2] Connections = [+ Dat
EB Copy ata
Add-Ins Custorn Sart... Get External Data
& Cut Connections
Trust Center A Decrease Font Size Sort & Filter
E}n Delete Cells... Data Toals
% Delete Sheet Colurnns Outline
2% Delete Sheet Rows Review
17 Email V] View
I Fill Color |P
Y Fiter : V] Add-Ins
A ::E Color | 4 Fosit POF
Font Size I- VI TEAM
Account Format Cells... Background Removal
¥ Format Painter
Options B Freeze Panes 4
A" Increase Font Size
Insert Cells...
T Insert Function... MNew Tab MNew Group Rename...
B Insert Sheet Columns
E: Insert Sheet Rows Customizations: | Reset =
':'!:4 mzrcf:gsﬂ.l Center v ImportJExport @
Hinh 2.4.1

- Thiét lap thong s6 cho phép Macro hoat dong trong Excel 2010
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Office.com privacy statement

Customize Ribbon Customer Experience Improvement Program

Ouick Access Toolbar Microsoft Office Feedback "Send a Smile" Privacy Staternent

Add-Ins Security & more

Visit Office.com to learn more about protecting your privacy and security,

Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure. We recommend that you do not change these settings.

G I
Enere @ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For mere information about how Microsoft Excel helps to protect your privacy,
please see the privacy statements,
Language
Show the Microsoft Excel privacy staternent
Advanced

I Trust Center Settings... I

Hinh 2.4.2

Trust Center

Trusted Publishers X
Macro Settings

Trusted Locations

(") Disable all macros without netification
Trusted Documents ] ] o
(") Disable all macros with notification

Trusted App Catalogs () Disable all macros except digitally signed macros

Trust access to the VBA project object model

Protected View

Message Bar
External Content
File Block Settings

Privacy Opticns

Add-ins I@ Enable all macros (not recornmended; potentially dangerous code can run)
ActiveX Settings Developer Macro Settings
Macro Settings

Hinh 2.4.3

Vi du: Ban can thiét ké mot giao dién tim kiém thong tin nhu sau. Khi nguoi
dung nhap vao mét hoic nhiéu tiéu chi trén cac 6 tim kiém va nhan nat Tim kiém. Két

qua hién thi & khung Két qua tim kiém phia duéi.
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| 4 H | J K L

1 NHAN SU

5 Mai so Ho tén Ngay sinh Phong LCB

3 A120001 |po Cong Thanh 16/07/1968|A 5,000,000
4 Al120002 |Nguyén Vin Hing 24/08/1976|B 4,500,000
5 A120003 |po Thi Kim Niét 01/04/1961|A 5,500,000
6 A120004 |y van Hai 15/02/1970|B 4,000,000
7 = A120005 |Tir Thi Xuan Hién 01/05/1964|C 5,000,000
g Al20006 |Nguyén Thi Cim Hwong 30/04/1978|B 4,000,000
g Al120007 |Trin Duy Thanh 20/12/1983|C 3,500,000
1o Tim ki€m

11 Masd Ho tén Ngay sinh Phong LCB

12 Po*

.5 Két qua tim ki€m

Hinh 2.4.4

Pé thiét ké cong cu tim kiém, thuc chat 1a sir dung chic niang loc nang
cao Advanced fillter), tuy nhién ta khong loc thi cong ma lam thao tac d6 1 1an, ghi
lai bang Macro va khi can tim kiém thi cho chay Macro (nhan nat Tim kiém) dé n6
thuc hién lai thao tac ma ta da ghi.

+ Tao Macro
- Vao Developer = Code - Record macro

FILE HOME IMNSERT PAGE LAYOUT FORMULAS

l \J D ®3 Record Macro I v —

Visual Macros
© Basic

Use Relative References ﬂ

Add-lns COM

! Macro Security Add-Ins
Code Add-Ins

Hinh 2.4.5

—

=0

Insert

-

DATA REVIEW

Properties
G View Code

Fun Dialog

Controls

- Dat tén cho Macro, chon phim tat néu can, OK

VIEW DEVELOPER

2 Expansion P

Source

XML

@ 0812 114 345 | & tinhocsaoviet.com

Trang 82



Trung Tam Tin Hoc Sao Viét 90/47 Bdng Khaoi, Tan Phong, Bién Hoa
P[]

Record Macro

[|

Macro name:

Tirmkiem

Shortout key:
Ctrl+

Store macro in:
This Workbook E|

Description:

[ Ok ] [ Cancel

Hinh 2.4.6

- Thuc hién céc thao tdc mudn ghi lai. Trong vi du nay ghi lai thao
tac loc bang Advanced Fillter: loc bang dit liéu goc vai ving diéu kién loc, két qua
loc tham chiéu dén ving két qua. (Xem lai phan trich loc nang cao)

- Bam nit Stop Recording dé két thic

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW | DEVELOPER
\J D M Stop Recording i:? E\ b/ [] Properties @ Map Propert
Vieual Macros [ Use Relative References e COM Insert Design Q] View Code couree 5] Expansion Pz
Basic ! Macro Security Add-Ins o Mode . Run Dialog Refresh Data

Code Add-Ins Cantrols XML
Hinh 2.4.7
#+ Thuc Thi Macro
Dé thyc thi Macro, ta cé thé thuc hién mot trong ba cach:
1. Hop thoai Macro
- Chon Developer = Code = Macros. Xuat hién hop thoai
Macro.

- Chon mot Macro muén thuc thi, nhan Run

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

j ®7] Record Macro {:? [ b/ Properties @ Map Propert
] 5] Use Relative References cﬂ‘uﬁew Code Ij Expansion Pz
Visual |Macros Add-Ins  COM Insert Design Source
Basic ! Macro Security Add-lns o Mode . Run Dialog Refresh Data
Code Add-Ins Controls XML
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Macro name:

TimKiem| 5.5

Create

Delete

Macros in: | All Open Workbooks

Description

Hinh 2.4.8

2. Gén phim tat
- Trén Tab Developer - Macro = Option
- Trong hop thoai Macro Option nhap phim tit ban mudn s dung.

Macro name:

TimKiem|

TimKiem

Macro name: Create

TimKiem
Delete

Shortout key:
Ctrl+ Options...

Description:

Hinh 2.4.9

- ChonOK.
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- Vay dé sir dung Macro ban chi can g té hop phim tit via gén 1a
Macro sé dugc thuc thi.
3. Gén bang biéu tugng trén thanh Ribbon
- Trén Tab File = Options - Customize Ribbon =>Macro (
trong Choose commands from )

3 I . .

=nere E—E Customize the Ribbon.
Formulas

_ Choose commands from: i

Proofing v
Save
Language & TimKiem
Advanced
Customize Ribbon
F']
Cuick fAccess Toolbar

Add-Ins

Trust Center

Account

Options

Hinh 2.4.10

- Chon New Tab dé thém lénh Macro vao mot Tab méi.
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Customize the Ribbaon: (i)

P | - |

Main Tabs -
Home 5
[¥] Insert
Page Layout
Farmulas
Data
Review
[¥] view
=l [¥f] Developer
Code
Add-Ins
Controls
XML
Modify
[¥] Add-Ins
‘move Foxit Reader POF
Background Removal
SmartArt Tools
Design
Format
Chart Tools
Design
Layout
Format

Drawing Tools
Farmat -

m

Mew Tab Mew Group Rename...

Customizations: Reset = i
Import/Export > (i)

Hinh 2.4.11

- Géan cac Macro vao Tab vira tao.

| Foxit Reader PDF
= ab [Custom]
Add New Tab w Group (Custom)
[ Add Mew Group round Removal
ols
Rename q
v Show Tab t
Remaove h
Move Up "
Move Down sl
|| Format
Picture Tools
=+ [/ Farmat e

[ MNew Tab l [uemeup] [ Rename... ]

Customizations: il
Import/Export ~ |

o J [«

Hinh 2.4.12
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Formulas o
Data
Review —
[] view
Developer
Code
Add-Ins
Controls
XML
Modify
[¥] Add-Ins
Foxit Reader FDF
=

Macro [Custom)
=M Hew Group (Custom) L
= =l [T#l Barlarannd Damaseal
Hinh 2.4.13
- Chon OK dé hoan thanh

,_r,gg, TimKiem

00 M FHEI

m

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Foxit PDF TEAM Macros

&

TimKiem

TrichLoc

Hinh 2.4.14

4. Gan Macro trén thanh Quick Access Toolbar
- Trén Tab File = Options = Quick Access Toolbar >Macro (
trong Choose commands from )

G | . .
e E-E Customize the Quick Access Toolbar.
Farmulas
) Choose commands from: ) Customize Quick Access Toolbar ()

Procfing |Macros El |For all documents (default) EI
Save
Language <-Sep_arator> B save

TimkKiem “ Undo [»
Advanced @ Redo | »
Customize Ribbon 0 Open

Mew

Quick Access Tonlbal/ %’ TimKiem
Add-Ins

Trust Center

=]
.

Hinh 2.4.15
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- Chon Macro ma ban muén hién thi > Add
- Ban c0 thé thay dbi biéu twrong bang céch chon Modify = Chon

biéu twong > OK.

< Separator>

& TimKiem

[ Modify Button L2 e

Symbal:

OO0O000O0OO00 = Mk
&GO
L/

=nB=In=]-- IO TR

DLHELMEILBA
AAX vBONT &4
PLRSB T HodVan|
SEHE B RS
N R @@D%Rﬂ@gm
REZLE0H o HE LD
e E S E
el s emD ] -

Display name: | Timkiem
[ (o4 ] Cancel

m

H Save

¥} Undo v
(¥ Redo [
1 Mew

3 Quick Print

&

Tim ifi em

Hinh 2.4.16

- Két qua biéu twong Macro s& duoc hién thi trén thanh Quick

Access Toolbar

B 4

Hinh 2.4.17

1.4.2. Thao tac véi form controls

[0 =t =

Controls noi chung la cac diéu khién giao dién nguoi ding trén Windows,
ta nhin thdy no trén Form dé, nhu 1a: Label, Textbox, Button, Combo, Listbox,

Treeview, ListView,...

Néu céc controls duoc tao ra tir thu vién dll/ocx bén ngoai tng dung, goi
la ActiveX Controls, néu ching cé sin trong tng dung thi chi néi Ia controls.

Trong Excel ¢6 2 nhém:

- Forms: cac controls nim trong nay cd sin trong Excel thi coi la

Controls.
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- Userform: céc controls nam trong form nay (ching cé trong
"Control Toolbox") dugc coi 1a ActiveX Controls vi no la trong thu vién ngoai
FM20.DLL, va cac thu vién khac *.OCX.

- Dé lam viéc véi Form Controls, ban can thuc hién mot sb tiy chon

sau:
x
General o . .
=1 Customize the Ribbon.
Formulas
Choose commands from: Customize the Ribbon: &
Proofing -
Popular Commands W Main Tabs v
Save
Language All Chart Types... ~ Main Tabs
99 Borders » Home
Advanced Calculate Now Insert
= Center Page Layout
Customize Ribbon i : »
% Condltlo.na\ Formatting Formulas
Quick Access Toolbar L2] Connections =l [#] Data
R Copy
Add-Ins Custom Sort... Get Ex'ter.nal Data
a{) Cut Connections
Trust Center & Decrease Font Size Sort & Filter
E}x Delete Cells... Data Tools
% Delete Sheet Columns Qutline
5% Delete Sheet Rows Review .
D7 Email [ View
<3 Fill Color » o W Developer v
Y E'te’ . T Add-Ins
ont ~ .
A Font Color 4 Foxit PDF
A Font Size I- TEAM
ccount Format Cells... Background Removal
¥ Format Painter
Options F=] Freeze Panes 4
A" Increase Font Size
Insert Cells...
x Insert Function... Mew Tab Mew Group Rename...
"1 Insert Sheet Columns
2= |nsert Sheet Rows Customizations: Reset v
M \
FE?| Mzrc::sm enter v Import/Export = |1

Hinh 2.4.18
Trong thé Developer, ban chon nat Insert (khdng phai thé Insert trong giao
dién), va lya chon cac ddi tuong dé chén vao. Cac ddi twong duoc chon 1a cac ddi twong
nam trong phan Form Controls. Mdi biéu tugng twrong ng vai viéc chén mot dbi twong
vao trang tinh.

ULAS DATA REVIEW VIEW DEVELOPER

ﬁ' b/‘ Properties @ Map Propert
-i IE {TJ View Code .,'.j Expansion P:
Insert |Design Source

Mode Run Dialog Refresh Data

Form Controls XML
OFVIEE e

g4 E o
[ Aa B [l
e -

c C

Hinh 2.4.19
+ Spin Button — diéu khién gia tri cia 6 tinh
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Pay la d6i tuong twong ddi kha dé sir dung. Véi Spin Button, ngudi ding
c6 thé bam vao d6 dé thay doi gié tri ting hoic giam trong 6 tinh bang cach bam vao nut
mili tén tam gi&c lén hoac xubng. Biéu twong cua Spin Botton hinh chir nhat c¢é hai tam
giac huéng phan day vé nhau trong phan Form Controls.

Form Controls
= HV $B e

Hinh 2.4.20

Vi du: Ban can tinh tién hang thang phai nop ngan hang khi vay:

A B C |
1 Ngin hang ABC Pon vi: triéu dong
2 Cho vay 15
3 L3i sudt hing nim 2.0%
4 S0 thang 12
5 Thanh toin (2.54)
Hinh 2.4.21

LA&i suat thi co thé thay doi theo thoi gian, ban dung snip control dé ting giam I4i suat.
Buwoce 1. VVao Tab Developer - Insert > =l Snip Button = V& biéu tugng

Snip vao noi ban mudn.

Page Layout Formulas Data Review View Developer

2 Properties =

B ="

ﬂ‘.:;:'.)' > = '
s —
O \

o) v

eferences ] Q- View Code & Exp
Add-Ins ACOM 8§ Run Dial Source
Add-Ins un Dialog
| | Form Con 0 i Controls
AN 1% C

— PR N Y iy 2 B C

‘ Spin Button (Form Control) krols : - e‘mg ABC Do vl teita dbng

Bl i a 18’ S

— =AM CAE 2[5 [

80 AR F % [Cho vay\,.r_:—a -

Lii suit hang nam JI)_,v,_E( 2.0%
S6 thang 12
Thanh toan (2.54)

Hinh 2.4.22
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Buwéc 2. Thiét 1ap cac thudc tinh va dit liéu cho Snip Control, R_Click 1&n biéu
tugng > Format Control

1 wisy ?_A_(I o
Yo L 20%
2 Copy 12
[ Paste [2.54}
Grouping k
Order J

Assign Macro...

%— Eormat Contral...

Hinh 2.4.23

B C
an hang ABC DPon vi: triéu dong

Format Object 2 |

sze | protection | Propertes | AitText | Control

Cho vay e 15 Current value: >
1_;.L po B value: 0

Liisuithangnam Y ~ 1 2.0%d
SO thing
Thanh todn

Gia tri hién tai

Gici han gia tri

V| 3-D shading

[ Gia tri (tang/giam)/lan

Hinh 2.4.24
Buwéc 3. Click OK dé hoan thanh.

+ Scroll Bar — diéu khién gia tri ctia 6 tinh qua thanh truwot
Tuong ty nhu Spin Button, d6i trong nay ciing gitip cho ban dién khién gia
tri cua 6 tinh. Diéu khac biét gitra Scroll Bar va Spin Button 1a Scroll Bar ¢ thanh trugt
chinh gitra hai miii tén tam giac, va ban c6 thé str dung thay trugc nay dé kéo qua lai dé
diéu chinh gi4 trj thay vi chi ¢ thé bam vao nat miii tén nhu Spin Button. Ca hai ddi
tuong Spin Button va Scroll Bar déu chi cho phép tuy chinh gia tri tir 0 dén 30000.
Ta s& thiét ké Scroll Bar theo vi du trén:
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Bwéce 1. Vao Tab Developer = Insert 2 % Scroll Bar © V& biéu tuong vao
noi ban muén.

Page Layout Formulas Data Review View Developer
B8 =] ol ' & Properties — 35 |
©, 30! NG 4
eferences "’}J = |28 Q@ View Code ——1 SIE
Add-Ins COM Insert |De Source .
f Add-Ins » | mMode B RunDialog " F
| Form Controls . Controls
£ 1=BE $Ee — c
i) Ae sl HF ,ENgan hang ABC  Pon vi: triéu déng
K ActiveX Controls 15
Bl
Scroll Bar (Form Control)}' _EHE — Léisuﬁthéngnim < » 1.0%
= 3] = W
I oA &l 7 %% sdthing 12
Thanh toin (1.87)
Hinh 2.4.25

Buwéc 2. Thiét lap thuoc tinh va lién két dir liéu cho Scroll Bar.

Format Control [% |

Sze | Protection | Properties | AltText | Control |

Current value: 1 Gia tri hign rai
Ilinirrurn valkue: 0 C
Maximum value: 100 - ]
[noremental change: |4 B —Gigi han gia tri
Page change: 10 :
Cedl link: pryes
¥] 30 shading
Don vi
gia tang W

Licgng gia tri
thay doi khi click
vdo hop cuin

Hinh 2.4.26

Buée 3. Chon OK dé hoan thanh.
Cong tu Scroll Bar gidng nhu mét thanh cudn cua mot cira s6. Ban ding
Scroll Bar dé chon mot con sb tir mot day cac gié tri. Nhap chudt vao cac mili tén (¢ hai
dau) hoic ré hop cudn (cai nt hinh vudng ¢ giita Scroll Bar) sé& thay ddi gia tri cia no.
Gia tri nay la két qua tra vé & 6 lién két. Ban c6 thé tao mot thanh cuon ngang hoiac mot
thanh cudn doc.
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+ Option Button

Option button (cac nat tiy chon) 1a nhitng cdng cu diéu khién thuong xuat
hién véi mot nhdm gom hai hoac nhiéu lva chon, va ngudi sir dung chi ¢6 thé kich hoat

dugc mot lya chon trong nhom d6 (nghia 1a chi dugc phép chon moét tuy chon trong
nhiéu tly chon), va tuy chon nay s& gan gié tri cho mot 6 nao d6. Cac Option Button
phai dugc dua vao mot ving xac dinh (chi cho phép chon mét Option Button trong vung

do).

Dé tao vang xac dinh chira cac Option Button, ban chon biéu twrong Group
Box (hinh vubng c6 chir “xyz” phia trén) trong nut Insert.

Céc budc thiét ké Option Button:

Buwde 1. VVao Tab Developer = Insert 2> 5 Option button = V& biéu

tuong vao noi ban mudn.

Formulas Data Review
:'.':':' - __i ’! |
D= N 5
i-Ins COM Insert

b

Add-Ins |

Form Controls Contro |
A
=
= HF 8 He
LRl &l " - 1
[_I Ad g ab

A LTS - 1'
ME TR :
sicAdPR

FCauT

(&) Option Butfon 2

N () Option Button 2

{C Option Button 2

" Option Button 2

Hinh 2.4.27

Bwéc 2. Dé chinh sta lai chit tén cua lya chon, ban bam chudt phai vao

Option Button twong ung, chon Edit Text rdi nhap vao. Bé tuy chinh chirc nang
cuia cac Option Button, ban bAm chudt phai vao Option Button dé va chon Format

Control.
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Caul

O——0——10)

e Button 2|
Cut : )

&
_-;=_*| Egp}. Button 2
B Paste
& e Button 2
Edit Text
) Button 2
Grouping k
Order »

Assign Macro..,

5

Format Control...

Hinh 2.4.28

Bwéc 3. Trong thé Control ctia hop thoai hién ra, ban c6 thé chon tuy chon
Checked hoac Unchecked trong tng vai viéc Option Button d6 cé dugc chon lam
mic dinh sin hay khong, phan Cell link ban chon 6 lién két dén Option Button.
Khi mot Option Button trong ving xac dinh da duoc lya chon vi tri 6 lién két thi
moi Option Button khéc trong ving xac dinh dé6 déu dugc an dinh véi cling mot 6
lien két ay.

| 4] A B C D E F G H | J
= & { h
1+ Xép loai clia ban: Format Object LT S
Cau1l 1 |
2 Olink | | Colorsandnes | sze | protection | propertes | atText | Control
TARTATIGS 3 z S |
3 ; Chon diém Trung binh § | e
fffffff — ° cked
4 > —O— C Checked
‘.QTUVQ.O.den 10.0 ol |
2 P
6 e ey sas i)
7 QO Tir 7.088n <8.0 ol
3D shadng
8
Hinh 2.4.29

O lién két s& nhan gié tri tra vé 12 mot con s, tuong ang vai thi ty khi ban
tao ra tirng Option Button trong ving xac dinh. Vi du, khi ngudi dung chon tuy chon
duogc ban tao ra dau tién, 6 lién két s& nhan gia tri 1, khi nguoi ding chon tuy chon thir
hai, & lién két s& nhan giatri1a 2...

Véi cach hoat dong nay, ban c6 thé sir ding ham IF trong Excel két hop
v6i Option Button dé ap dung trong rat nhiéu viéc. Ban c6 thé dit diéu kién, néu 6 lién
két nhan gia tri 1a 1, 2, 3... thi két qua s& duoc hién thi twong tmg. Dudi day 1a mot vi
du:
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c1 - ﬁ‘l =IF(A3=1,"Xuat s3c”, IF(A3=2,"GIGI", IF{A3=3,"Kha" IF{A3=4,"TB Kha",IF|A3=5,"Trung Binh" IF{A3=6,"Y&u",""}])))) I
A B [ - D = T G i) 1 J i)
Xép loai ciia ban: ITru ng Binh |
0 link ot
5| Chon diém Trung binh hoc tip cua ban?
O Tir 9.088n 10.0 O Tir 6.588m <7.0
3 Tir 8.0880 <90 @ T 50080 <6.5
)T 7.0 88n <B.0 Couai 5.0
Hinh 2.4.30
4 Check Box

Céac Check Box (hop kiém) cho phép ban dwa ra cac tiy chon ma ngudi ding
cd thé bat hoac tat (chon hay khdng chon). Giéng nhu cac Option Button, Excel vé& céc
Check Box vai trang thai mac dinh 1a khéng dugc chon. Néu ban mubn mot Check Box
cu thé nao d6 xudt hién vai trang thai ban dau 1a duoc chon, ban dung hop thoai Format
Control dé kich hoat tily chon Checked nhu d3 néi trong bai trudc.

Budce 1. Vao Tab Developer = Insert 2 ¥ Check Box > V&
biéu tuong vao noi ban muén.

Formulas Data Review View Developer

B =l S \/ A Properties E -

94; =={0p X”’ o / 3 <>
v Q- View Code |

d-Ins COM Insert |Design Source

Add-Ins v Mode | 3 Run Dialog
Form Con l’ols Control: H |
= ] ol (‘
ll_"]Aa = AbTS i
ActiveX Controls
'AEij:
2o AlR%

Gidi tinh cua ban
[] Check Box 12

| ] check Box 13]
O—{} {)

Hinh 2.4.31

Buwéc 2. Sau khi tao Check Box, ban bam chuét phai vao Check Box,
chon Format Control va chon thé Control. Cac tuy chon Checked, Unchecked va
Mixed tuong tng vai cac tuy chon mac dinh ctia Check Box 1a dugc chon, khong
dugc chon hoidc khong xac dinh. O lién két duoc lya chon tai phan Cell link.
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H | J K L
Gidi tinh Giéi tinh clia ban 0 link
n® e B O pemesemnae ;
% cu (=L (——— =
43 Copy B
XY Paste Format Object - %_g‘
EJ Edit Text 1 Colors and Lines | Sze | Protection | Properties | AltText | Control
Grouping > Value
9 Undhecked
Order a
Assign Macro... Mixed
i’:Y/ Format Control... Cellfnk:  $x$3 :T_,
3-D shading
Hinh 2.4.32
Qua ting
Gidi tinh cla ban 0 link
[ ram FALSE 0
[ nair FALSE

Quatiang |_JF(AND(K3=TRUE,K4=FALSE),"Caravat",JF(AND(K4=TRUE,K3=FALSE),"Khin voan","))

Hinh 2.4.33
H | J K
Qua tang
Gidi tinh ctia ban O link
Mam TRUE
[ mir FALSE

Qua ting |gcaravat

Hinh 2.4.34

+ List Box & Combo Box

Cong cu List Box tao ra mot danh sach ma tir d6 nguoi dung co thé chon ra
mot muc. Cac muc trong danh sach nay dugc dinh nghia boi nhirng gia tri trong mot day
6 da duoc xac dinh trong bang tinh, va gia tri tra vé tai 6 lién két 1a sb tha ty cia muc
dugc chon trong danh sach. Combo Box cling tuong tu nhu List Box, cai khac 1a cong
cu nay chi hién ra moi lan mot muc trong danh séch, mudn xem nhitng muc khac thi ban
phai nhan cho n6é ma ra.

List Box va Combo Box khac véi nhitng cong cu diéu khién khéc, bai vi ban
phai xac dinh mot ddy chaa cac muc xuat hién trong danh sach. Nhirng budc sau diy

huéng dan ban cach lam diéu do:
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Bude 1. Chon Tab Developer = Insert > -# Combo Box (hodic “# List
Box ) = V& biéu twong vao noi ban muén.

I Home

Insert Page Layout Formulas Data Review View Develop
= 3 record Macro ‘FO"-S‘ B _—! | 5 Properties j
== [ Use Relative References j‘, = | ¥ | B G view Code E
Macros Add-Ins COM Insert |Design Source
£ Macro Security Adddns | =+ |Mode | @ RunDialog
Code Form Control Controls -
c4 | Combo Box ('I_-‘x | ﬁ [ ﬂ! 3'@_) List Box
B (A 8 /60 p E
- . | ActiveX Controls
Ngan hang ABC Ponvi B EE
Cho vay 2eoAdR 12 Dir liéu
24 lién ket
Lii sudt hing nim 2.0%
56 thang 36
Thanh todn 48
Vi tri tao 56
Hinh 2.4.35

Buéc 2. Sau khi tao Combo Box ( List Box ), ban bam chuét phai , chon
Format Control va chon thé Control. Thiét Iap céc tiy chon:

B

c [ ]

' Format Object =8
Ngin hing ABC  Ponvi: trigu déng O link - :
b | Protecton | Properties | AltText | Conwol |
Cho vay 15 g e 12 e ] | It range: ESDES
Lii suit hing nam M o4 Cellbnc ioi2
= 3 - 26 Drop downnes: |5
ﬂ'l.é.l:ﬁ é._;—i'.—? 7] 3D shading
Thanh toin (50.92) 48
56
So dong dir
li¢u hién thi
0K, I | Cancel
Hinh 2.4.36

Bude 3. Chon OK hoan thanh.
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B | C ' D E
Ngin hang ABC Ponvi:trisudéng O link i

Cho vay 15 1 12
Lii suit hing nim 2.0% 24
S thing E v 36
Thanh todn 24 48
36
: 56
Hinh 2.4.37
A ] C D E
Ngin hang ABC Ponvi: triéudéng O link -
Cho vay 15 2 12
L3i suit hing nim 2 24
54 thing 2 = 36
£ ="
Thanh todn ]-ts . 48
56
Hinh 2.4.38

Vi du : Sau khi d tao xong Combo Box cho céc loai ky han, ban thiét 1ap
cong thirc vao 6 Sé thang va dua vao d6 tinh 6 Thanh toan tién hang thang phai tra.

ca - fe | =INDEX($E$2:5E56,D2)
A |[Name Box|g | C D B
,  NginhangABC Ponvi:trigudong O link | Kyhan |
2 |Chovay 15 1 12
3 |Lai suit hang nim 2.0% 24
4 |S8thing 12 [ v 36
5 |Thanh todn ($2.54) 48
6 56
Hinh 2.4.39

Khi ban thay ddi gia tri bang cach chon Combo Box thi cac gia trj lién quan
s& thay ddi theo.
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ca - Fe | =INDEX(SE$2:SES6,02)
A |[Neme Box| g | c D

1 Ngin hang ABC Ponvi: tritudéng 0 link

2 |Chovay 15 1 T
3 |Lii suit hang nam 2.0%
4 |36 thing 12 | =

5  |Thanh ton _(82.54) \

2 /

A B C D
Ngan hang ABC on vi: triégu dong O fink
v \ 15 3

Lii su nim \ 2.0%

S6 thang 86 | 7
Thanh toin = (50.92)
Hinh 2.4.40
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Phin 2. BAl TAP EXCEL NANG CAO

BAI TAP EXCEL 1
(Ngi dung chinh: ham do tim (VLOOKUP), chizc nédng rit trich
KET QUA TUYEN SINH NAM 2014

- . - KHU | PIEM | PIEM | PIEM | TONG | PIEM | KET
STT | MA O | HO TEN THI SINH|NGANH THI VUC | TOAN | LY HOA | PIEM |CHUAN| QUA
1 | K1.101 |V3 Thinh Théng 5.0 8.0 80
2 | H2.102 |Nguyén Hiru Bing 7.0 9.0 50
3 | ©1.130 |Ly Thi Han 6.0 8.0 7.0
4 | 92.131 |Nguyén Phi Bing 5.0 75 30
5 | K1.105 |Dé Van Thi 9.0 8.0 6.0
6 | €1.110 |Trin Thi Duyén 23 6.0 25
7 | €2.120 |Ngb Ngoc Ham 6.0 4.0 6.0
& | H2.135 |Trmh K Ma 6.0 50 20
9 | K1.200 |Quich Ngoc Lan 15 20 3.0
10 | K2.201 |Tran Thi Chi 4.0 8.0 7.0
BANG TRA DPIEM CHUAN
MA . . PIEM DPIEM
NGing| TENNGANH | lnuin [cHUAN?2
C |CoKh 17 18
H |HéaDau 16 17
K |Ké Toin 17 18
Q | Quan Tri Kinh Doanh 18 19

1. Dién dix lidu cho cot “NGANH THI” dya vao ky ty thir 1 caa “MA SO” dugc

do trong bang “BANG TRA PIEM CHUAN".

2. Pién dix liéu cho cot “KHU VUC” 1a ky tu tht 2 caa “MA SO” va duoc chuyén

vé kiéu dit liéu sd.

3. Dién dit liéu cho cot “TONG PIEM” 1a téng caa “PIEM TOAN”, “DIEM LY”

va “DIEM HOA”.

4. Sap xép bang tinh theo “MA SO” ting dan.

. bién dir liéu cho “DIEM CHUAN” dya vao ky tu dau cua “MA SO” duoc do
trong bang “BANG TRA PIEM CHUAN” nhung néu “KHU VUC” 1a 1 thi lay
“DIEM CHUAN 17 con néu “KHU VUC” 1a 2 thi 1ay “DIEM CHUAN 2”.

6. Dién dir licu cho “KET QUA” néu tong diém I6n hon hoac bang “PIEM

CHUAN?” thi dién “dau”, nguoc lai dién “rot”.

7. Théong ké tong sé thi sinh nganh “Ké Toan” c6 két qua dau.

THI SINH CO KET QUA PAU
Ké Toan
8. Dung Advance Filter rit trich ra tat ca c4c thi sinh c6 két qua “dau”.

9. Thém cot “LOP TAI NANG” bén phai cot “KET QUA” va dién dir liéu nhu

sau: Néu tong diém thi 16n hon hoic bang 18 va khong c6 mén nao nhé hon 5

thi dién 1a “16p tai nang”, con nguoc lai thi dién 14 “16p dai tra”.

9]}
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BAI TAP EXCEL 2

(Ngi_ham do tim , chire ndng rit trich di# ligu, cac ham thang ké)

DOANH SO BAN XE MAY
MA HANG| NGAY MUA TEN TiNH TENHANG SO LFONG| BON GIA | THANH TIEN (VND) | THANH TIEN (USD)
FUHDA1 01102108
DROI70 0203108
LOLD90 0304108
DAHE0 120308
LOD030 24108108
LILDAD 1971108
FUH100 1200308
DROIZ0 1506109
DAHITY 120919
BANG 1 :
MA HANG |[TEN HANG ~ |GIA 1 (BON VI 1000) |GIA 2 (BON VI 1000)| BANG2
DA DAYANG 8000 7500 (MA H D L
I LIFAN 7000 BE00 [TENTINH [HO CHIMINH  [DONG NAJ LONG AN
L0 LOMCIN 9000 a000
FU FUTURE 23000 23000
DR DREAM 16000 1000

Cau 1: Lap cong thire dé dién dix liéu vao cot TEN HANG dura vao hai ky tu dau cua
MA HANG va BANG 1.
Cau 2: Lap cong thirc dién vao cot TEN TINH dya vao ky tu thir ba cia méd hang va
BANG 2.
Cau 3: Lap cong thac dién vao cot SO LUONG la ba ky tu cudi caa MA HANG va
dugc chuyén thanh dix liéu kiéu sb.
Cau 4: Lap cong thuc dién vao cot PON GIA, néu san phan duoc mua truée thang 5
thi lay gia 1, con lai lay gia 2.
Cau 5: Lap cdng thic dién vao cot THANH TIEN (VND): =SO LUQNG * BDON
GIA. Pinh dang don vi VND.
Cau 6: Lap cong thirc dién vao cot THANH TIEN (USD):
= THANH TIEN (VND) /19000. Néu san pham duoc mua trudc thang 7
=THANH TIEN (VND)/20000. Néu san pham dugc mua sau thang 7

binh dang don vi USD.
Cau 7: Sip xép bang tinh theo thir tu ting dan dya vao cot THANH TIEN (VND)
Cau 8: Dung Advance Filter loc ra cac dong c6 TEN HANG la FUTURE.
Cau 9: Thuyc hién bang thong ké sau:

Tén hang

Tong s6 lugng

Tong thanh tién

VND)

FUTURE

Cau 10: Tao Header la Ho va Tén SV ¢ vi tri trung tam (center)
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BAI TAP EXCEL 3

Nhap va trinh bay bang tinh nhw sau:

BANG 1
SBD Ho Tén | Toan Ly Hoa Két qua
A101 | Lé Minh Tén 4.0 7.0 5.0
B102 | Trwong Quang Minh 5.0 6.0 6.0
C203 | LéMinh Binh 4.0 3.0 1.0
D204 Nguyén Manh Pinh 2.0 4.0 2.0
A205 | Nguyén Thi Thanh 6.0 7.0 9.0
C106 | Chiu Thanh Thé 8.0 6.0 7.0
D107 | Tran Trung 9.0 7.0 8.0
A208 | PhanBa Vinh 9.0 9.0 9.0
BANG 2 BANG 3
£ Piém Diém 4 No3
B'!a Nganh thi - - Mtﬂgalﬂl A B C D
Nganh chuanl | chuin2 DiémH béng | 25 23 21 19
A Mdy Tinh 19 10 . o
B Dién Tix 17 18 BANGTHONGKE
C Xay Dung 15 16 Tong so th:smh Piu | Tong sd t]:lS]IIh Rot
D Héa 13 14 - -
Yéu cdu:

1. Thiét 1ap diéu kién cho ba cot Toan, Ly, Hoa: diém nhap >=0 va <=10.

2. Chén thém hai cot Nganh thi va Khu vuc vao bén trai cot Toan; Hai cot Tong
diém va Biém Chuan vao bén trai cot Két Qua; Cot Hoc bong vao bén phai cot
Két Qua.

3. Lap cbng thizc cho biét Khu vuc va Nganh thi cho tung thi sinh. Biét rang ki tu
thir 2 cia SBD cho biét khu vuc; ki tu thir nhat cia SBD cho biét nganh thi.

4. Tinh Tong diém la tong cong caa 3 mon thi.

5. Lap cong thizc cho biét diém chuan dya vao nganh thi va bang 2, néu thi sinh &
khu vuc 1 thi diém chuan 1a Diém chuan 1, nguoc lai 1a Biém chuan 2.

6. Lap cong thuc cho cot két qua, néu téng diém 16n hon hay bang diém chuan cua
nganh du thi thi két qua 12 “Pau”, nguoc lai 1a “Rét”.

7. Lap cdng thic cho cot hoc bong, néu tong diém Ién hon hay bang diém hoc béng
cua nganh du thi thi hoc bong 13 “C6”, nguoc lai dé tréng.

8. Thuc hién bang théng ké nhu trén.

9. Trich nhitng thi sinh thi Pau caa khdi thi A.

10. V& biéu dd (PIE) so sanh thi sinh Dau va Rét.
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BAI TAP EXCEL 4

(Ngi dung chinh: cac ham théng ké, dé thi)

STT Mé} Ma Lo:{i Fhﬁ yén 1,\151;} 1’\Iim Mic | Tiém
Du An KhuVuc | DeAn | PauTw | Pau Tw | Batdau | Kétthlic | wutién | Ning
1 | XDIMNIDC 2011 | 2018
2 | TH2MBFPT 2011 | 2015
3 | XDIMTIDC 2011 | 2013
4 | THIMBFPT 2010 | 2013
5 | DL3MBSGT 2010 | 2020
6 | THIMNFPT 2011 | 2016
7 | DL3MTMLI 2009 | 2014
8 | XDIMNIDC 2007 | 2013
9 | DL2ZMTMLI 2011 | 2018
Bang Chii diu tw & Vén diu tw
M3 Chit du tu MN MB MT Bang loai dyran
IDC Cty XD IDICO 100 ti 200 ti 500 ti Ma Logi Dy An
FPT Tap doan FPT 800 ti 1000 ti 750 ti XD | Duan xay dung
SGT Sai Gon Tourist 500 ti 350 ti 200 ti ™ Dy an tin hoc
MLI Tap doan Mai Linh 1000 ti 1500 ti 800 ti DL Dy an du lich

Hoc vi

én there hién cac yéu cdu sau:

1)
2)
3)
4)

5)

6)
7)

8)

9)

binh dang bang tinh nhu trén, tao Header la Ho Va Tén cua hoc vién.

Ma khu vuec la ky tu thir 4 va thir 5 cta cot ma du an

Loai du an dwa vao 2 ky ty ¢au caa Ma Du An va bang loai Dy An

Chu dau tu dya vao 3 ky tu sau cua M& Dy An va bang Chu dau tu & Vén dau
tu

Vén dau tu dya vao ma du 4n va ma khu vue, tra trong bang chi dau tu & von
dau tu

Muc uvu tién dya vao Ky tu thir 3 ctia ma du an

Néu s6 nam hoat dong <5 & Mtc wu tién =1 thi ghi "Dy An Tiém Nang",
Nguoc lai ghi "Khéng tiém ning".

Trich ra danh sach cac du an thuc hién vao nam 2011

Lam bang théng ké
sau

Tong Von Pau Tu

Sai Gon Tourist
Tap doan FPT
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BAI TAP EXCEL 5

KET QUA TUYEN SINH NAM HOC m
Ma So Ho Va Tén Nganh Thi | Khu Vuc | Todn | Ly Héa | KétQua
H101X | Thi Nhung 5.0 8.0 7.0
H102S | Hong | Nguyét 6.0 5.0 5.0
C203X Van Thao 2.0 6.0 3.0
D240X Quang | Pao 9.0 9.0 7.0
M205S | Thu Thao 5.0 5.0 4.0
C106X Thi Huyén 10.0 8.0 8.0
D107S | Hong | Nhung 8.0 6.0 5.0
M208X |vian Thang 4.0 3.0 5.0
BANG 1: BANG 2:
. s Piém
Ma nganh Hoc Bong
M 25
D 23
C 21
H 19
Ma Nganh M C H
Nganh thi May tinh | Pién T | Co Khi | H6a Dau
DPiém chuin 1 19 16 15 14
Diém chuin 2 20 18 16 15

I. Nhap dir liéu cho bang tinh va dinh dang nhw sau:

— Orientation:

— Header:

— Footer:

II.Lap cong thirc cho cac cot:

Portrait, Margin:
Ho tén thi sinh (Left), Bai thi Excel (Right)
SO may (Left), Phong thi (Right)

Horizontally

Chén vao trudc cot két qua ba cot: Tong Cong, Piém Chuin va Hoc Bong.

1. Dung ham ldy ra nam hién hanh "KET QUA TUYEN SINH NAM ???" .

2. Lap cong thirc dién dir liéu cho c6t Khu Ve, khu vure 1a ky tw thir 2 ctia Ma

SO.

3. Nganh Thi: Dwa vao ky tw ddu cia Ma S6 (Ma nganh) va Bang 1.
4. Piém Chuan: Dwa vao ky tw dau ctia M3 s6 (M4 nganh), Khu vuwc va Bang 1.

Trong dé, néu thi sinh thudc khu vuc 1 thi 1y Piém chuinl, ngwoc lai ldy
biém chuin2.

5. Tinh Tong cong la tong diém ctia 3 mon.
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6.

Hay 1ap cong thirc dién Két qua nhu sau: Néu thi sinh c6 diém Tong cdng >=
DPiém chuin ctia nganh minh duw thi thi sé c6 két qua 1a "bau"
"Rot".

Cot Hoc bong 1ap cong thirc dién vao dé 1a "Cé" néu diém Tong cdng cua thi
sinh >= Di€ém hoc bong, tredrng hop ngwoc lai dé trong.

Sap xé&p lai danh sach K&t qua tuyén sinh theo thit tw ting dan cta cot diém
Tong Cong.

Rut trich: thong tin cda cac thi sinh thudc nganh thi May Tinh.

, hguoec lai la
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BAI TAP EXCEL 6
Nha sach XYZ c6 hé théng 2 chi nhanh.

NHA SACH XYZ
Chi nhdnh 1
Théng ké s8 lwong sach da ban
Sach gido | Sach Truyén | Sach gia

khoa Ngoai ngir tranh dinh
Thing 1 150 110 111 222
Thing 2 230 120 390 114
Thing 3 115 230 421 211
Thing 4 100 276 257 198
Thang 5 157 251 219 220
Thing 6 234 113 167 90
Thang 7 542 49 231 214
Thang 8 112 213 89 112
Thang 9 29 40 50 87
Thang 10 50 67 300 129
Thing 11 90 123 230 235
Thang 12 35 235 145 345

NHA SACH XYZ
Chi nhanh 2
Théng ké s6 lwgng sach di ban
Sach gido | Sach Truyén | Sachgia

khoa Ngoai ngir tranh dinh
Thing 1 115 112 200 256
Thing 2 211 95 160 111
Thang 3 111 100 90 150
Thang 4 230 150 74 200
Thang 5 235 227 88 115
Thang 6 290 117 110 105
Thang 7 170 210 118 54
Thing 8 210 118 215 100
Thing 9 80 65 145 55
Thang 10 119 80 116 80
Thang 11 75 210 99 60
Thing 12 85 123 100 54
Yéu cdu:

1. Tao mot Sheet Tong két cudi nam dé tinhTong sb lugng sach da ban. ( Dung
chirc nang Consolidate ).
Str dung chirc nang SparkLine v& d6 thi cho bang thong ké cua 2 chi nhanh.
V& biéu do cot cho bang tong két caa ctra hang.
Thuyc hién chirc nang Conditional Formatting, dé ddnh dau s6 lwong cao nhét
cua tung loai sach.
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BAI TAP EXCEL 7

Doanh Thu Ban Hang
Ti gia 21000
STT 1\"1[\ L?Al T‘EN XU{A'T SO DO‘N THANH TIEN | THANH TIEN
HANG HANG | HANG | XU0* | LUONG | GIA (VND) (USD)
1 | AS200HK
2 | AS300TL
3 | BN450TL
4 | AN200TQ
5 | AQ300TQ
6 | AS500TQ
7 | BQ220TL
8 | AI175TL
9 | BS450TQ
10 | AI400HK
Tong Tién
Bang tra tén hang & don gia Bang tra xuat xir
Ma hang Tén hang Pon gia Ma
S Sony Ericson | 500USD | | hang HK TQ TL
N Nokia 700 USD | | Xudtxir | Hong Kéng | Trung Qudc | Thai Lan
Q Q-Mobile 400 USD
I Iphone 900 USD
+ Lap cong thirc cho cé&c ct: (Mdi cau 1 diém)
1) Cot loai hang dua vao ky tu dau tién cua ma hang

2)
3)
4)
5)
té gidng bang tra .
6)
7) Cot thanh tién USD = thanh tién VND / ti gia,
chi lay gié tri nguyén.
8)
9)

Thuc hién bang théng ké.

V& biéu do cho bang théng ké & cau 8.

Cot s6 luong dua vao céc ky tu thir 3,4,5 cia ma hang .

Cot xuat xir dya vao 2 ky tu cudi cia ma hang va bang tra xuat xi .

Cot tén hang dua vao ky tu thir 2 cia ma hang va bang tra tén hang & don gia.

Cot don gia dua vao ma hang va bang tra tén hang & don gia, dinh dang tién

Cot thanh tién VND= s6 luong * don gid, dinh dang tién té giéng bang tra

TEN HANG

TONG TIEN(USD)

Sony Ericson

Nokia

Q-Mobile

Iphone
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BAI TAP EXCEL 8
BANG DOANH SO BAN HANG

Hoc vién thac hién cac yéu cdu sau:

1)
2)
3)
4)

S6 lwong mua dua vao 3 ky tu giira cia ma hang .

Pon gia mua dua vao tén hang va bang tra 1 .

binh dang bang tinh nhu trén, tao header la ho va tén caa hoc vién.

Tén hang dua vao ky tu dau tién cia ma hang va bang tra 1.

Ma Ten Ngay S6 D(.)’,n Ngay So D(-r,n TiAén Tién
STT . . lwgng | gia , lwong | gia | chénh | hoa
hang hang mua béan ) ) R R
mua | mua ban | ban | léch | hong
1 | S100X 01/01/2011 01/01/2011 100
2 | S150Y 02/01/2011 05/02/2011 120
3 | M300X 01/01/2011 03/01/2011 250
4 | N310X 04/01/2011 02/03/2011 300
5| D120Y 05/01/2011 05/01/2011 125
6 | N250X 01/01/2011 01/01/2011 200
7 | M120Y 01/02/2011 07/02/2011 100
8 | D100X 01/01/2011 01/01/2011 95
9 | S200X 09/01/2011 09/01/2011 170
10 | S120X 01/02/2011 10/02/2011 120
Bangtral Bang tra 2
Ma hang | Tén hang Pon gia mua Méahang | S M D N
S Stra 300,000 Gial 350,000 | 200,000 | 300,000 | 100,000
M Mudi 150,000 Gia2 320,000 | 190,000 | 270,000 | 90,000
D buong 250,000
N Nudc khoang 75,000

5)

6)

7)

8)

9)

Pon gia ban dya vao Ky tu ¢au cia ma hang va bang tra 2. Ch y rang néu ky tu cudi
ciia ma hang 12 X thi chon don gia 1, néu ky tu cudi cia ma hang 1a Y thi chon don
gia 2.

Tién chénh léch = Tién ban — Tién mua .

Cot tién hoa hong dugc tinh nhu sau: Néu nhu s ngay ton kho <3 va cac mat hang
phai duoc béan hét, thi tién hoa hong bang 10% tién chénh léch .

Dung Advanced Filter trich ra nhitng mat hang c6 sé lwong ban >=200 .

Tén hang Stta | Mubi Nudéc khoang

Tong tién chénh léch
Thuc hién bang thong ké bén dudi.

Duong
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10) V& db thi cho bang théng ké ¢ cau 9 .
BAI TAP EXCEL 9

BANG DANH MUC SAN PHAM

Hoc vién dinh dang bang tinh va thyuc hién cac yéu cau bén Bang ti gia
duoi: Tigial 21
Tigia?2 22
N ] . S6 | Pon Thanh | Thanh _
Ma Tén Ngay Pon > > Ghi
STT . . lwon Vi .. tien tien ;
hang hang nhap ) o gia cha
g tinh USD VND
1 | CFO1X 01/01/2011
2 | CF02X 01/02/2011
3 | DGOlY 01/02/2011
4 | DGO1X 01/04/2011
5 | NC0O1X 01/05/2011
6 | SU02X 01/06/2011
7 | CFO3Y 01/09/2011
8 | SU0lY 01/10/2011
9 | DG03X 01/10/2011
Bang tra dir liéu 1 Bang tra dir liéu 2
N Ma
Mahang | CF DG NC ’ SU hang | Pon gi4 1 Pon gi4 2
Tén hang Caphé | buong | Ngi Coc | Siura CF | 100 USD 95 USD
S6 lwong 15 75 40 150 | |DG |2USD 2 USD
Pon vi tinh Bao ky Thang | Léc NC |60USD 55 USD
SU 3 USD 4 USD

1) Cot tén hang dya vao 2 ky tu dau caa ma hang va bang tra dir liéu 1.
2) Cot sb lugng dua vao tén hang va bang tra dir liéu 1 .
3) Cot don vi tinh dua vao tén hang va bang tra dir liéu 1 .
4) Cot don gia dua vao ma hang va bang tra dir liéu 2. Néu ky ty ngoai clng cua
ma hang la X thi ldy don gia 1, 1a Y thi ldy dom gia 2 .
5) Cot thanh tién USD = don gia * sb luong .
6) Cot thanh tién VND = cot thanh tién USD * ti gia, biét rang néu hang nhap tur

thang 1 ti thang 7 thi Iy ti gia 1, con lai lay ti gia 2 (1d).

7) Cot ghi chi: Néu Ky tu ngoai cting cua ma hang 1a X thi ghi Hang Ngoai, 1a Y thi

ghi Hang Noi.

8) Thuc hién bang théng ké bén dudi .
Tén hang Caphé |Puwong | Ngii Céc Sira
Tong tién(VND)

9) V& biéu do cho bang thong ké ¢ cau 8 .

10) Tao Header c6 tiéu dé Bai Thi Excel, Footer c6 tiéu d¢ Ho Tén cia hoc vién .
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BAI TAP EXCEL 10

CUGC PHi BUU PIEN
< : X Trong g X
Mabuwu | Noi |Phwong| Hinh Gia Thanh
STT i . i lwong _‘
kién den tién thuc ) cwoc tien
(gram)
1| MBUSN 500
2 | TLUSE 200
3| TTAUE 50
4 | TLSIE 250
5| MBUSN 150
6| TTSIN 800
7| TLAUN 250
8 | MBAUE 600
GIA VAN CHUYEN LOAI PHUONG TIEN
< g g g Ma phuwong
Ma | Tén nwéc | Gial | Gia2 | Gia3 . MB TT
tién TL
Tén ph Ma Tau Tau
us USA 19000 | 18000 | 17000 enl? wong Y
tién bay thay Itra
FR | France | 17000 | 16000 | 14500
AU | Australia | 14000 | 12000 | 11200
Sl | Singapore | 12000 | 10500 | 10000

Cau 1. Tao Header la “ho va tén sinh vién” ¢ vi tri trung tdm (center).

Cau 2.

Céu 3.

Cau 4.
Caub.

Cau 6.

Noi dén: Dya vao hai ky tu thir 3 va thir 4 ctia Ma buu kién va do tim trong bang GIA
VAN CHUYEN.
Phuong tién: Dua vao 2 ky ty dau trong M3 buu kién va do tim trong bang LOAL
PHUONG TIEN.
Sip xép bang tinh theo Trong lweng ting dan.

Hinh thtrc: Néu Ky tu cudi cia M buu kién 13 N thi ghi 13 “Binh thuong”, nguoc lai
ghi “Nhanh”.
Gia cwéc: Dua vao hai ky tu 3 va 4 ciia Ma buu kién va do tim trong bang GIA
VAN CHUYEN.
v/ Néu hai ky tuy d¢au ctia M4 buu kién 1a “MB” thi 1y gia 1
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v Néu hai ky tu dau cia M3 buu kién 1a “TT” thi 13y gia 2
v Néu hai ky tu dau ctia M3 buu kién 1a “TL” thi 13y gia 3

Cau 7. Thanh tién: = Trong luong * Gia cudc, néu hinh thirc goi 1a “Nhanh” thi ting
10% thanh tién. DPinh dang don vi tién té 1a “VND”.

Cau8. Thyc hién bang thong k& 15\ N1y THU CAC HINH THUC GU

theo mau: Phuong tién Binh thuong | Nhanh
May bay ? ?
Tau thuy
Tau lta

Cau 9. Trich loc danh sach cac buu kién di USA va ¢6 trong luogng > 300 (gram).
Cau 10.  Pém tong sb buu kién duoc giao hang bang “May bay” va co trong luong
>300 (gram).
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BAI TAP EXCEL 11

BRAN HANG

BANG 1
. MASO | SO |TENSAN| PON | GHI |THUON| MUC
STT| HO TEN : ) .
PON VI |[LUONG| PHAM | GIA | CHU G LUONG
1 TRAN [MINH |APX1 24
2 |LE NAM BPX2 22
3 INGUYEN [HOA APX1 31
4 LY LAN CPX1 37
5 |LE AN CPX2 43
6 [INGUYEN [VO BPX1 20
7 PHAN  [MAI APX2 24
8 [TRAN |HUNG |[CPX2 19
BANG 2 BANG 3
7 A B c S6 lwong | Thuwéng
San pham Non | Tui Xach | Day nit 15| 150,000
DPon gia 15,000f 20,000, 5,000 20 200,000
s 30| 300,000
Yéu cau

1. Nhap liéu va trinh bay cac bang dugc cho nhu trén
2. Dien cot TEN SAN PHAM: Dua vao 1 ki ty thir nhat cia MA SO PON VI va

BANG 2
3. Piéncot GHI CHU: néu 1 ki ty cudi cia MA PON VI 14 1 thi ghi “Phén xwéng

17, nguoc lai ghi “ Phan xwéng 2”
4. Duyavao BANG 3 tinh c6t THUONG
5. Tinh téan cho c6t MUC LUONG= SO LUONG * PON GIA + THUONG

6. Cheén thém cot PHU CAP, biét neu MUC LUONG thap hon 600,000 thi s& phu
cap thém cho du 600,000 .

7. Chén cot THU'C LANH = MUC LUONG + PHU CAP
8. Thuc hién bang théng ké sau:

San pham

Non

Tui xach

Day nit

Tong s6 lugng

9. Trich danh sach nhirng nhan vién thugc don vi A

10. Tao Header (canh trai) c6 noi dung la Ho Tén Hoc Vién; Footer (canh phai) la

s trang.
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BAI TAP EXCEL 12

SO
Mahang | Phanloai | Xuitxé | hrong | Gianhap | Giaban Df;:'h Thué
(m°)
okallm 20
okalzm 23
vniali 34
okalli 21
vnia2i 41
vnialm 22
okal2i 15
vnia2zm 35
Bang tra
okall okal2 vnial vnia2

m 100 80 200 180
i 130 90 195 180

Tong lgi nhuan tirng mét hang

okall okal2 vnial vnia2
m
i

Dua vao Ky tu tht 5 ciia ma hang dién vao cot Phan loai

2. Dua ky tu cudi cia ma hang dién cot xuat xir: néu 1a "m" ghi 1a "malaysia”, con

lai ghi "indonesia"

Pién gia nhap dua vao bang tra

Dién cot gia ban theo quy dinh sau:

- Béi véi mat hang cua "malaysia” : néu hang loai 1 thi gia ban > gia nhap
12%,

hang loai 2 thi gia ban hon gia nhap 8%

- P6i voi mat hang coa indonesia: gia ban hon gia nhap 15%

5. Cot doanh thu duoc tinh nhu sau: (gia ban - gia nhap). sé luong

o

© o N

Cot thué duogc xac dinh: néu hang loai 1: 5%doanh thu, hang loai 2: 3% doanh
thu

Cot lgi nhuan = doanh thu - thué

Théng ké theo bang "Tong loi nhuan cac mat hang"

Trich cac mat hang malaysia loai 1 c6 lgi nhuan >324

@

o
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BANG TiNH TIEN THUE

BAI TAP EXCEL 13

£ Tén Doi Pon S Thanh Tién
STT |SoCT Vat Tu | Tuong Gia Luong Tién Thué
AC20
BM12
CC50
DM60
DK30
AL40
BC70
AMB80
CM90
BC15
BANG1 BANG 2
MA M C K L
Tén vat | Man bia CD | Ban Linh
tu Hinh Phim Tinh
MA | TEN BDOI TUONG | TL TRO GIA
A | Quéc Doanh 10%
B |Congty CoPhan | 7%
C | Congty TNHH 5%
D | TuNhan 3%
BANG THONG KE
Tenvat 156 BANG PON GIA
T"f \ Luong Ma M C K L
Mf‘” Hinh A 200 400 20 300
bia €D B 105 410 21 290
Ban Phim C 102 415 20 310
Linh Tinh D 210 420 23 320
1. Nhap dit liéu, dién sb thi tu theo 001,002,003...
2. Tinh tén vat tu dwa vao bang 2, tinh tén dbi twong dua vao bang 1.
3. Tinh don gia dua vao bang don gia.
4. Tinh sb luong dya vao cac cot trong CT , va doi thanh sé.
5. Thanh tién = SL* BG.
6. Tinhthué = Thanh tién* TL Tro Gia( Sé liéu TL Tro Gia cua tirng Cong Ty lay

te Bang 1) .
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7. Sap xép bang theo th ty giam dan cua sé lugng .
8. Trich ra danh sach cac dbi tegng 12 Céng Ty Tw Nhan.
9. Tinh Bang Théng K&, v& biéu do cho bang thong ke.
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BAI TAP EXCEL 14

S6 bao M3 diém Khoi | Truon | Piém Pi¢ém | Piém | Piém T(z)vng Két
danh thi g thi Toan Hoéa Ly Sinh diém qua
DNTU- 2.00-
359-A | 4.00-2.50
KHAD- 4.25-
277-A | 5.25-5.50
DNLS- 5.00-
318-A | 6.50-6.50
QSBK- 4.25-
769-A 1.50-0.75
QSTH- 3.50-
479-B 8.00-3.00
DNTU- 5.00-

356-B 2.00-5.50
KHAD- 3.50-
427-A 3.75-4.25

DNLS- 9.25-
205-B | 2.25-6.00
QSBK- 2.50-
949-A | 6.75-2.25
QSTH- 6.75-
872-A | 3.50-4.75
DNTU- 7.50-
363-A | 5.00-6.00
QSBK- 8.00-

568-B 4.50-9.00

Bang Ma Tén Trwong Piém Chuin Bdng thong ké
Ma Khéi | Khéi A B
Trwong Tén Trwong A B béau | Rét | bau | Rot

DNTU | PH Cong Nghé PN 16 | 16.5 | | PH Cong Nghé DN

KHAD | PH Kinh T& Q Dan HN 19 DH Nong Lam

DNLS | PH Néng Lam HCM 15 15| | geMm

QSBK | PH Bach Khoa HCM 18.5 17 | [ PHBach Khoa

QSTH | PH Khoa Hoc HCM 15.5 17.5 HCM

Yéu cau:

Cau 1.Pién Khai thi dwa vao ky tw cudi cing cua s6 bdo danh.
Cau 2.Pién vao tén Trwong thi dwa vao 4 ky tw dau cua S6 bao danh va tra vao
bang Bang ma Tén truwong.
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Cau 3.Dién vao Piém Toan dwa vao 4 Ky tw dau ciia ma di€m chuyén sang so.

Ciu 4.Dién vao Piém Hoéa dwa vao 4 Ky tw gitra cia ma diém chuyén sang s6.

Cau 5.Dién vao Piém Ly dwa vao 4 ky tu sau cung ctia ma diém chuyén sang sé.
Néu khoi thila A khac bo trong.

Ciu 6.Dién vao Piém Sinh dya vao 4 Ky tw sau cung cia ma diém chuyén sang
s0. Néu khoi thila B khac bé tréng.

Cau 7.Tong diém la tong s6 diém 3 mon thi cua thi sinh.

Cau 8.Két qua ghi 12 Pau néu téng di€ém lon hon hay bang diém chuin theo
khoi. Ngworc lai la R6t.

Cau 9.Rut trich danh sach cac thi sinh thi dau.
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BAI TAP EXCEL 15

BANG THONG KE KET QUA THI HOC SINH GIOI NAM 201...

Ma thi sinh| Té&n thi sinh Tén Mén thi | Diém thi Két qua
Trwérng
NK52TH Tran Vinh 8.09
NK10TO Lé Vinh 6.1
SP93SN Pham Quan 6.87
TR235SN Tran Quan 7.04
GD13TH Lé Hoang 7.52
LE56SN Tran Quan 7.11
GD74TH Lé Quan 7.89
TR73TO Lé Vién 6.1
LE20TH Lé Van 6.87
NK73TO Lé Thuy 8.2
NK73TO Pham Quan 9.86
NK315N Pham Vinh 9.66
GD595N Tran My 9.87
TR15TO Lé Hoang 5.68
TH90TO Lé Nguyén 7.92
TR Trin Bai Nghia TO Toan
LE L& Hbng Phong SN Sinh ngiF
GD Gia Binh TH Tin Hoc
NK Ning Khiéu Xép loai két qua
TH MguyEn Thirong Hidn 5)|Trung Binh
SP Sw Pham 6.5(|Kha
8Gioi
9.5 Xuat sic

Théng ké thi sinh dup thi

Toan | Sinh ngle|| Tin Hoc

Tran Bai Nghia

L& Hong Phong

Gia Binh

Ning Khiéu

ngygn Thuwerng Hién

Sw Pham

Yéu cau:
Cau 1.
Cau 2.
Cau 3.
Cau 4.

Cau 5.

Dua ky ty dau caa ma thi sinh do theo bang dién tén trudng.

Dua ky tu sau cia ma thi sinh dién mdn thi sinh thi

Dua vao diém thi xép loai két qua cua thi sinh.

Duya vao tén truong va mon thi dém danh sach thi sinh thi tirng mén ( Dung
cong thixc mang ).

Dua vao tén truong va két qua mon thi dém danh sach loai thi sinh theo
két qua timg trudng ( Dung cdng thic mang ).
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Cau 6. Rat trich danh sach thi sinh dat loai gioi hay trung binh.
Cau 7. V& do thi théng ké thi sinh duy thi.
Cau 8. V& d6 thi thong ké két qua thi sinh duy thi.
Cau 9. Sip xép bang tinh theo trudng va dung Subtotal dém sé thi sinh du thi mdi
truong.

Théng ké két qua thi sinh du thi
Trung binh| Kha | Giéi [ Xuatsac

Trin Bai Nghia
Lé Héng Phong
Gia Binh

Ning Khiéu

ngyén Thuweng Hién
Sw Pham
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BAI TAP EXCEL 16

+ Tao mot Form Control theo mau:

Ho tén: Nguyén Thi Cim Hurong Tao ComboB ox chita danh
Ngay sinh: 01/05/1987 /S-H.(:h cac Tinh thanh
Mei sinh: Lam Bng hd
sin e /_, Radio Button
Gidri tinh O Mam @ NI

- e //ListBox
Nghe nghiép [\ ohene -

) Dudi 5 ik (O Tir § dén 10 i Group radio Button
Tai chinh /

@ Tir 10 8&n 15 tridu O Tir 15 tridu trdkén

4 Vatao mot Form dé hién thi va cho két qua duoc vay bao nhiéu tién nhu sau:

Ho tén: Nguyén Thi Cim Hwong
Ngay sinh: 01/05,/1987

Nei sinh: Lim Pong

Gidi tinh Nir

Nghé nghiép Ké toan

S tién dwgc vay

- Céc thong tin duogc truyén truc tiép khi ta nhap liéu tir Form nhap
-S4 tién duoc vay :
o Néu 12 Nam va Tai chinh dudi 10 triéu thi dwgc vay 5 triéu

o Néu la nit va Tai chinh dudi 10 triéu thi duoc vay 4 triéu.

Truong hop con lai duoc vay 10 triéu
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